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Chapter 1
ADMINISTRATIVE COMMUNICATIONS MANAGEMENT

1.1. Formats Unique to the Air Staff. Air Staff formats differ from some of the other types of corre-

spondence prescribed in this manual. These formats are unique to the Air Staff and normally are used fc

correspondence within the Air Staff, Office of the Secretary of the Air Force, Office of the Secretary of
Defense (OSD), and individuals or agencies within the Department of Defense (DoD) located in the

Washington DC area. Headquarters United States Air Force (HQ USAF) Headquarters Operating Instruc

tion (HOI) 33-;, Correspondence Preparation, Control, and Suspense Trai outlines Air Staff
instructions for those forms of correspondence.

1.2. Plain Language Prepare all Air Force correspondence using plain language. Plain language saves

the Air Force time, effort, and money. Plain language means using logical organization; common, every-
day words, except for necessary technical terms; "you" and other pronouns; the active voice; and shor

sentences.

1.2.1. Organize your material to help the reader. Identify your audience for the document, and write
to get their attention and answer their questions. Consider any additional readers. Always start by
putting your main message up front; when you bury the main message, you only make it harder on
your readers. Present information in the succeeding paragraphs in a logical order.

1.2.2. Avoid words and phrases that your readers might not understand. Define each abbreviation o
acronym the first time you use it. Use the same term consistently to identify a specific thought or
object. Use words in a way that does not conflict with ordinary or accepted usage. Avoid ambiguous
phrasing, confusing legal terms, and technical jargon that can mislead your reader.

1.2.3. Use "you" and other pronouns to speak directly to readers. Do not refer to people as if they
were inanimate objects. Address the reader as “you.” “You” reinforces the message that the docu-
ment is intended for your reader. Use “we” in place of your organization name. Be careful using

“you” if it sounds accusatory or insulting. Instead, put the emphasis on the organization by using

“we.”

1.2.4. Active voice is the best way to identify who is responsible for what action. To communicate
effectively, write the strong majority (around 75%) of your sentences in the active voice.

1.2.5. Short sentences deliver a clear message. Your sentences should average 15 to 20 words--ne\
make them longer than 40 words. Complex sentences loaded with dependent clauses and exceptiot
confuse the reader by losing the main point in a forest of words. Resist the temptation to put every-
thing in one sentence. Break up your idea into its various parts and make each one the subject of it
own sentence. Cut out words that aren't really necessary.

1.2.6. Check http://www.plainlanguage.gov, for more plain language techniques.

1.3. Writers’ Responsibilities. Write correspondence in plain language--clear, concise, direct, and
organized. Avoid duplication. Determine the proper form of reply to complete an action. Know your
audience and the purpose of your communication.
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1.3.1. Use this manual and Air Force Handbook (AFH) 33-The Tongue and Qu, when prepar-
ing correspondence.

1.3.1. (AFMC) We highly recommend using the AFMC Action Officer Guide (AOG) when prepar-
ing official correspondence. The AOG is an automated tool which incorporates templates and instruc-
tions for completing official/personal memorandums, staff summary sheets (SSS), point papers,
background and bullet papers, briefing charts, position papers and citations. The AOG is available for
free downloading off the world wide web at UFhttp://www.aog.wpafb.af.mi./

1.3.2. Protect and mark any classified information in your correspondence according to DoD
5200.1-R,Information Security Prograr and AFI 31-401Information Security Program Manage-
men. Distribute on a need-to-know basis.

1.3.3. Follow Air Force Supplement (AFSUP) to DoD 5400."DoD Freedom of Information Act
Program, if you include For Official Use Only (FOUO) information, and refer to AFI 37-Air?,
Force Privacy Act Prograr(will convert to AFI 33-332), if the Privacy Act applies.

1.3.4. Check Joint Publication 1-(Department of Defense Dictionary of Military and Associated
Terms, and Air Force Doctrine Document (AFDD) 1-Air Force Glossar, for correct terms and
usage.

1.3.5. Use the Air Force address directory at http://afdir.hqg.af.miliChapter 9) for correct mail-
ing addresses and standard office symbolsChapter 1C).

1.3.6. Distribute correspondence on a need-to-know basis.

1.3.7. Conserve paper. Use backs of scrap paper for drafts and interoffice memos. Consider if you
can communicate with other means such as a telephone call or E-mail. Do not print and mail out cor-
respondence originally sent by E-mail, unless requested. Satisfy the minimum distribution require-
ments only.

1.3.8. Use the telephone for routine matters. (You can record the inputs on your record copy of the
final correspondence.)

1.3.9. Unless critical, do not ask for negative replies or acknowledge receipt of negative replies.

1.3.10. Call or use an AF Form i‘Communication Status Notice/Reque;, or an E-mail instead of
a formal memorandum to check the status of an action (see par8.4)ph

1.3.11. Use caution when highlighting material you copy or microfilm, since highlighters can obscure
the print.

1.3.12. Select the appropriate distribution method. Some distribution methods include: E-mail, fac-
simile (FAX), Automatic Digital Network (AUTODIN) message, Defense Message System (DMS),
United States Postal Service (USPS), Base Information Transfer System (BITS), and Defense Courier
Service (DCS). Consider the needs of the recipient when choosing the distribution method. Send
computer-generated information electronically if the receiver will copy the information into another
computer system.

1.3.13. Use E-mail before using FAX, AUTODIN, BITS, or USPS. However, do not send classified
E-mail on a system not authorized for that purpose. When transmitting classified E-mail take care to
transmit only that level of classified information for which the system is certified and accredited.
When transmitting sensitive unclassified information by E-mail, apply an appropriate level of safe-
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guards to ensure the sensitive, but unclassified, information is properly protected. For more informa-
tion refer to AFI 33-119. When delegating an E-mail task, send a courtesy copy (cc) to the originator.

1.3.13. (AFMC) Do not mail original paper correspondence when the information has been for-
warded via fax or email unless the recipient requir s it.

1.3.14. Follow AFI 37-124The Information Collections and Reports Management Program; Con-
trolling Internal, Public, and Interagency Air Force Information Collecti(will convert to AFI
33-324), when requesting information licensed under Public Law 1.)4-13

1.3.15. Avoid abbreviations and military jargon. Write out abbreviations the first time used and fol-
low with the abbreviation in parenthesis.

1.3.16. Apply record keeping requirements listed in AFMAN 37-Records Disposition Schedule
(will convert to AFMAN 33-322V4) when preparing official communications.

1.4. Suspense Actions:

1.4.1. Set realistic time limits for answering priority and routine correspondence. Establish a sus-
pense only when you need a reply by a specific date. Notify the action agency of the suspense date «
early as possible.

1.4.2. Control suspenses at all offices tasked with answering correspondence. Notify the originating
agency before due date if the reply is delayed.

1.4.3. You may use an automated system or an AF FornCommunication Control Record (see
paragrapl8.5), to control suspense actions.

1.4.3. (AFMC) Command sections may use AFMC Form Command Section Action Assignn,ent

or an automated system or form to suspense subordinate staff offices. Subordinate staff offices ma
use AFMC Form 42; AF Form 38 Communications Control Rec¢, or an automated system or

form. Directorate, staff office, direct reporting unit (DRU), or field operating activity (FOA) execu-
tives may request extension or cancellation of a command section suspense by calling the responsibl
command section executive before the assigned date. When a discrepancy in the assignment of offic
of primary responsibility (OPR) exists, the assigned directorate/staff office/DRU/FOA executive
resolves the discrepancy and then notifies the responsible command section administrative office of
the transfer in OPR.

1.4.3.1. (Added) (AFMC Suspense Tracking System (STSAt HQ AFMC, the STSis used to

track correspondence within the HQ AFMC Command Section using bar code technology. The
STS may also be used to track documents internally within a directorate or staff office. HQ
AFMC offices sending correspondence to the HQ AFMC Command Section enter the document
information into the STS and affix a bar code label to the first page of the correspondence (but not
to an original document that is to be signed). Conversely, HQ AFMC Command Section enters
information into the STS and affixes a bar code label to documents they are sending to HQ AFMC
offices. Offices receiving correspondence with a bar code label affixed "scan" the bar code label
(or key in manually) to update the location of the correspondence in the STS. "Scan" the bar code
label (or key in manually) so the number is recorded into the STS. (Refer to STS Users Manual
for instructions on use of the STS.)

1.5. Coordination Process:
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1.5.1. Coordinate with offices affected by the proposed action during the draft stage to keep from
revising the final version.

1.5.2. Coordinate by telephone or E-mail when possible. Indicate coordination at the bottom or in the
right margin of the first page of correspondence. Do not indicate coordination in the upper right-hand
corner since it is used for the file code (see AFMAN 37-Management of Recor [will convert to
AFMAN 33-322V2]).

1.5.3. You may coordinate using AF Form 17Staff Summary Sheet(see paragrap8.6),
Optional Form (OF) 41Routing and Transmittal Slip (see paragrap8.2), or on the first page of
the correspondence.

1.5.4. Remember to coordinate with each office that has a functional interest. Consider the chain of
command to ensure complete coordination. Schedule enough time to finish review and coordination.
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Chapter 2
STATIONERY STANDARDS AND USES

2.1. Paper Standards Use 8 1/2- by 11-inch paper.

2.1.1. Original. Use white letterhead stationery (printed or computer-generated) for the first page of
a memorandum, staff study, report, or minutes of a meeting. Use plain white paper for continuation
pages. (See paragra2.4.for computer-generated letterhead.)

2.1.2. Copies. Use plain white paper for information or convenience copies.

2.1.2. (AFMC) At HQ AFMC, for communications prepared for command section signature, do not
prepare and forward a command section read file copy. HQ AFMC Command Section reproduces &
copy of the signed original document for their read file. Check with your command section for their
internal policy.

2.1.3. Paper Quality. Stationery is produced from recycled paper that has at least 25 percent cotton ¢
rag content. The recycled logo is shown in the watermark. Paper quality must not exceed the follow-

ing:

Item Paper Color Grade Pounds
Letterhead White 50% rag 16 20

or 25% rag

Continuation White 50% rag 16 20
or 25% rag

Manifold White 25% rag 9

2.2. Standard Letterhead. DoD Instruction 5330.zSpecifications for DoD Letterhea establishes

the standards for letterheads. There are two types of letterhead: printed and computer-generated. U:
only the letterhead formats discussed in paragr2.3 and2.4. Submit any exceptions to the specified
standards through major commands (MAJCOM) to the Air Force Communications and Information Cen-
ter, Combat Support Division (HQ AFCIC/ITS). Air National Guard (ANG) exceptions will be approved
by individual ANG State Headquarters or the Director, Air National Guard.

2.3. Printed Letterhead. SeeFigure 2.1 for an example of letterhead. MAJCOMs may elect to use
generic two-line command letterhead for command-wide use. MAJCOMs may authorize letterhead
below wing level if the quantity needed justifies the printing cost or other circumstances warrant. Any
unit without its own letterhead uses its parent unit's letterhead stationery and identifies its organization
and standard office symbol in the FROM caption.

2.3. (AFMC) On AFMC bases, the base administrative communications manager reviews all printing
requests for newly-established or renamed organizations. Attach to the printing request form two sample
copies of the requested letterhead and a copy of the G-series order that established the organization.
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2.3.1. Ink. Print the letterhead and seal using either reflex blue or black ink

2.3.2. Seal. The DoD seal is one inch in diameter. Align the seal 1/2-inch from the upper left and top
edge of the paper. Do not use any other emblem, decorative device, or distinguishing insignia with or
in place of the DoD seal.

2.3.3. Format. Center organization name and address on the letterhead using no more than four lines:

2.3.3.1. First Line. DEPARTMENT OF THE AIR FORCE. Center this line leaving 5/8-inch
from the top of the sheet. Print it in 12 point uppercase using copperplate letters, heavy plate
Gothic letters, or equivalent.

2.3.3.2. _Second LineCenter the name of the organization as shown in the G-series special order

that established it. If G-series orders do not exist, the MAJCOM Director of Communications and

Information decides the second line. Put HEADQUARTERS before the organization's name only

if it appears in the activation order. Print it in 10.5 point uppercase using copperplate letters,

heavy plate Gothic letters, or equivalent. If the name is more than fifty characters, you may use an
additional line.

2.3.3.3. _Third Line. If used, center the location without the ZIP+4 code on this line. Print it in
10.5 point uppercase using copperplate letters, heavy plate Gothic letters, or equivalent. The bot-
tom of the third line should be 1 1/16 inches from the top of the sheet. If your unit is overseas, do
not show the Army and Air Force Post Office (APO) or Fleet Post Office (FPO) number and a
geographical location together. You may use the two-letter state abbreviation or spell out the state
name. Do not use punctuation in the last line of the address element.

EXAMPLES:

DEPARTMENT OF THE AIRFORCE
HEADQUARTERS AIR EDUCATION AND TRAINING COMMAND

DEPARTMENT OF THE AIRFORCE
AIR EDUCATION AND TRAINING COMMAND

DEPARTMENT OF THEAIR FORCE
HEADQUARTERS AIR EDUCATION AND TRAINING COMMAND
RANDOLPH AIR FORCE BASE TEXAS

2.3.4. Optional Items. Fold marks are guides for judging typing space and for folding the paper in
three equal parts. Typist guidelines show you are near the 1-inch bottom margin. If used, print them
in half-point rules (seBigure 2.1).

2.4. Computer-Generated Letterhead.Computer-generated letterhead allows for the use of continu-
ous form paper and high production rates. It also permits an organization to generate its own letterhead
stationery. Use correspondence quality print. (Letter quality dot-matrix print is acceptable).

2.4.1. Use. You may use computer-generated letterhead the same as printed letterhead when the
design satisfies all specifications in paragragh Use computer-generated letterhead only for corre-
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spondence within the DoD. Do not use for the signature of the Secretary or Deputy Secretary of
Defense, or Executive Secretary of the DoD. MAJCOMs may direct the use of printed letterhead for
headquarters and subordinate units.

2.4.2. Format. When using computer-generated letterhead, you may identify the office name as
approved in organizational designation documents. Center the office name below the organization
name. You may identify the complete mailing address including ZIP+4 code. Do not use more than
four lines for the letterhead.

2.5. HQ USAF Letterhead. HQ USAF offices use this stationery, as do certain field operating agencies
(FOA) when their commanders function as members of Air Staff.

2.6. DoD Programs and Activities Letterhead.When the Department of the Air Force is the executive
agent for DoD-directed programs, the letterhead format is similar to paragrapdo not show
DEPARTMENT OF THE AIR FORCE on the top line for DoD programs or joint activities. Use this lay-
out instead:

2.6.1. Firstline. Print the name of the program as shown in the DoD directive.
2.6.2. Second and third line. Print the location. For further guidance, contact HQ AFCIC/ITS.
EXAMPLES:

DoD MEDICAL EVALUATION REVIEW BOARD
USAF ACADEMY
COLORADO SPRINGS CO

ARMED FORCES VOCATIONAL TESTING GROUP
456 ARMY DRIVE, ROOM 407
RANDOLPH AIR FORCE BASE TX 78150-4567

2.7. Slogans. MAJCOMs and FOAs may permit use of slogans on official memorandums and personal-
ized letters. Slogans will:

2.7. (AFMC) Slogans on letterhead stationery are prohibited.
2.7.1. Represent the mission of the organization.
2.7.2. Be easy to understand.
2.7.3. Not be offensive.
2.7.4. Meet printing specifications (printed approximately 1/2-inch from bottom of page).

2.8. Logograms (Logos)Do not use the Department of the Air Force seal on stationery; the proper use
of the Department of the Air Force seal is coveredttachment 2. DoD Instruction 5330.2 prohibits

use of logos, emblems, decorative devices, or distinguishing insignia on stationery. OSD grants waivers
only for programs of Air Force-wide importance and applicability, such as the Air Force Fiftieth Anniver-
sary. Send waiver requests to HQ AFCIC/ITS for staffing with Defense Administrative Service (DAS).
Use existing logo stationery until all supplies are exhausted.
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Figure 2.1. Design of Official Stationery.
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Chapter 3
THE OFFICIAL MEMORANDUM

3.1. General Rules:

3.1.1. Memorandums are used to communicate with all DoD agencies to include Joint Chiefs of Staff,
unified and specified commands, and other Federal agencies. They are also used to conduct officie
business outside the Government with vendors or contractors when the personalized letter is inapprc
priate.

3.1.2. Use printed letterhead, computer-generated letterhead, or plain bond paper. The writer decide
which stationery is appropriat€hapter 2 contains formats for stationery.

3.1.2. (AFMC) At HQ AFMC, only blue letterhead stationery will be used for communications pre-
pared for command section signature. Check with your local command section for their internal pol-

icy.

3.1.3. Type or print only on one side of the paper using black or blue-black ink.

3.1.4. You may use dot matrix printers for official correspondence if the print is correspondence qual-
ity.

3.1.4. (AFMC) At HQ AFMC, for communications prepared for command section signature, do not
use dot matrix printers. Check with your local command section for their internal policy.

3.1.5. Use 10 to 12 point fonts for text.

3.1.6. Correct all typographical errors on all correspondence, but do not redo routine correspondence
to correct minor errors that do not change the writer's intent. Correct these errors neatly and legibly in
ink. Redo correspondence only when the correction is important enough to justify the time, purpose,
and expense.

3.1.6. (AFMC)When communications are rewritten or changed, draw a diagonal line through the
part/portion of the document and include/return the marked-up copy in the package. Re-coordinate
when necessary.

3.1.7. See DoD 5200.1-R and AFI 31-401 for the necessary markings on classified correspondence.
3.1.8. Sed-igure 3.1.for an example of an official memorandum.

3.2. Margins.Use 1-inch margins on the left, right, and bottom for most memorandums.
For shorter communications, you may adjust the margins. Use these guidelines:

When memorandum text is: Use:

20 lines or more 1-inch margins

10-19 lines 1 to 1 1/2-inch margins
1-9 lines 1 1/2 to 2-inch margins
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3.3. Heading Format:

3.3.1. Date Element. Type or stamp the date flush with the right margin, 1.75 inches or 10 line spaces
from the top of the page. Use the format of day, month, and year, for example, 6 June 1999. Unless
the date of signature has legal significance, date the original and all copies of the correspondence at
the time of dispatch.

3.3.2. MEMORANDUM FOR Element. Type “MEMORANDUM FOR” in uppercase, flush with

the left margin, 2.5 inches or 14 line spaces from the top of the page. After the MEMORANDUM
FOR element, type two spaces followed by the recipient organization. For short communications, you
may adjust the top margin in order to center the memorandum.

3.3.2. (AFMC) You may adjust the "MEMORANDUM FOR" element to begin two lines below the
Department of Defense (DoD) seal in order to keep your memorandum to one page in length. Include
a complete address in all caps if corresponding with non-Air Force addressees, e.g., dealing with con-
tractors on official matters, or if needed for reference purposes.

3.3.2.1. When addressing one office, type in uppercase the organization name or the organization
abbreviation and office symbol separated by a virgule (/). You may type a name in parentheses
after the organization and omit the “ATTENTION” element.

3.3.2.1. (AFMC)Address letters or memorandums of appreciation, commendation, or congratu-
lations for matrixed (loaned) personnel to their two-letter home office, or commander, whichever
is appropriate. Forward a courtesy copy to their matrixed two-letter office.

3.3.2.2. When sending the same memorandum to several offices, prepare a multiple-address
memorandum. Align subsequent addresses with the first address. Circle, underline, or highlight
the recipient organization for each copy. Stay consistent; use the same format throughout.

EXAMPLES:

MEMORANDUM FOR THE CHIEF OF STAFF
DIRECTOR, COMMUNICATIONS AND INFORMATION
GENERAL COUNSEL

Or
MEMORANDUM FOR AF/CC
HQ USAF/SC
SAF/GC

3.3.2.3. When frequently sending correspondence to the same group of addresses, use a categori-
cal address. Sefgtachment 3 for information on categorical addresses.

3.3.2.3. (AFMC)A list of HQ AFMC categorical addresses is located on the internet at URL:
http://www.afmc-mil.wpafb.af.mil/organizations/HQ-AEMC/SC/scd/scdp/admncomm/cat-
add.htm

3.3.2.4. When the address list is too long to include in the heading, use a distribution list. Type
“MEMORANDUM FOR SEE DISTRIBUTION.” Include the addresses in the DISTRIBUTION
element or on a separate page attached to the memorandum (see p&8agspMNOTE: Orga-
nizations may establish distribution codes and lists to satisfy internal distribution requirements.
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To establish distribution codes, the organization must provide the distribution list to the Base
Information Transfer Center (BITC) and keep the list current.

3.3.2.4. (AFMC)Addresses must be aligned as shown. If more than six addressees, recommend
"SEE DISTRIBUTION" be used.

3.3.3. ATTENTION Element. If the ATTENTION element is used, type “ATTENTION:” or
“ATTN:” or “THROUGH:,” followed by the name, in uppercase, one line below the MEMORAN-
DUM FOR line. Align under the address.

EXAMPLE:

MEMORANDUM FOR SAF/AAX
ATTENTION: COL JONES

3.3.3. (AFMC) The abbreviation "THRU" is authorized.

3.3.4. FROM Element. Type “FROM:” in uppercase, flush with the left margin, two line spaces
below the last line of the MEMORANDUM FOR element (and the ATTENTION element, if used).
After the FROM element, type two spaces followed by the organization abbreviation and office sym-
bol of the originator. The FROM element contains the full mailing address of the originator so that
recipients may easily prepare and address return correspondence.

3.3.4.1. The first line of the FROM element includes the organization abbreviation and office
symbol separated by a virgule and typed in uppercase. If the complete mailing address is printec
on the letterhead (see paragr2ph?2) or if all recipients for the memorandum are located on the
same installation as the originator, omit the second and third lines of the FROM element.

3.3.4.2. The second line of the FROM element is the delivery address of the originator.
3.3.4.3. The third line of the FROM element includes the city, state, and ZIP+4 code.

3.3.4.4. Place contact names, E-mail addresses, fax numbers, and telephone numbers in the la
paragraph of the memorandum text.

3.3.5. SUBJECT Element. Type “SUBJECT:” in uppercase, flush with the left margin, two line
spaces below the last line of the FROM element. After the SUBJECT element, type two spaces fol-
lowed by the subject title; capitalize the first letter of each word except articles, prepositions, and con-
junctions. Be brief and clear. If you need a second line, align it under the first word of the title.

3.3.5.1. When writing about a single person who is not the addressee, include rank and full name
in the subject line. If you refer to the person again in the text of the memorandum, use only the
rank and surname. Do not include names in the subject line when writing about two or more indi-
viduals. When writing about several people, state their full names with rank in the text of the
memorandum the first time the names appear.

3.3.5.2. Cite a single reference to a communication or a directive in parentheses immediately after
the subject title. See paragrapB.6.to cite more than one reference.
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EXAMPLE:

SUBJECT: PACAF Work Center Standard (Our Memo, 31 June 1999)

3.3.5.3. Emphasize a suspense date in the subject element by typing “SUSPENSE:” or “SUSP:”
with the date in parentheses after the subject title.

EXAMPLE:

SUBJECT: AETC Letterhead Stationery (SUSPENSE: 3 July 1999)

3.3.5.4. When the communication supersedes a previous communication, type “S/S” with a refer-
ence to the previous communication in parentheses after the subject title.

EXAMPLE:

SUBJECT: Appointment of OJT Monitor (S/S Our Memo, 23 Jun 94)

3.3.6. References Elemento cite two or more references, use the References element. Type “Ref-
erences:” two line spaces below the last line of the SUBJECT element. Capitalize the first letter of
every word except articles, prepositions, and conjunctions.

3.3.6. (AFMC) Begin references three lines below the SUBJECT. You may reduce this to two lines
in order to keep your memorandum to one page in length.

3.3.6.1. Identify each reference by organization of origin, type of communication, date, and sub-
ject. When referencing a commercial publication, state the author's name, publisher, publication
title and date, and the paragraph or page number.

EXAMPLE:

SUBJECT: Preparation of Memorandums

References: (a) HQ USAFE/IM Memo, 30 Aug 94, Message Addresses
(b) AFMAN 33-326, 1 November 199reparing Official Communications
(c) Strunk and Whit€he Elements of Sty(dlY: MacMillan Publishing Co, 1989), 70

3.3.6.2. If the recipient is unfamiliar with the publication or form cited, write out the title the first
time you reference it. Use these guidelines for citations:
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When you refer to: Show it in this format:
Other correspondence HQ USAF/DPT Memo, 23 Mar 93, Military Training Program

A publication AFI 33-360, Volume IRublications Management Programparagraphs 3|1
through 3.13 AFMAN 36-606, Volume 2ir Force Civilian Career Plan
ning, Chapter 12, Figure 12.1

A publication when théir Force Manual 23-110 (and not AFMAN 23-110)
communication IS

addressed outside the

Department of Defense.

A Government form AF Form 744ommunication Status/Notice Request

A commercial publication Strunk and Whitéhe Elements of Sty[®Y: MacMillan Publishing Cg
1989), 70

An item in a magazinéNew Optimism About Aging, The Washington Pqs® Sep 93, p.1.
newspaper, or book

3.3.6.3. Attach a copy of the reference, or instructions to obtain it, if the reader does not have it.
Type “(NOTAL)” after the citation if not all addressees received the referenced item.

3.4. Text of a Memorandum:

3.4.1. Spacing. The first line of the text begins two line spaces below the last line of the SUBJECT
element (and the References element, if used). Single-space the text, but double-space between pal
graphs and subparagraphs. You may double-space the text of a one-paragraph memorandum less th
eight lines.

3.4.1. (AFMC) Begin typing the text three lines below the SUBJECT. You may reduce this to two
lines in order to keep your memorandum to one page in length. At HQ AFMC, for communications
prepared for command section signature, do not double space the text even if less than eight line
long.

3.4.2. Paragraphs. Number and letter each paragraph and subparagraph (unless under the jurisdictic
of HQ USAF HOI 33-3 which requires indented paragraphs without numbers). A single paragraph is
not numbered. Indent subparagraphs 0.5-inch or five spaces and number or letter them in sequenc
Use the following format to subparagraph short sentences or phrases of a half line or less:
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EXAMPLE:

This format hasseverd advantage: (a)It's compact, (b) it highlights ideas, andc) it sawes spgce.

3.4.3 Punctuation. Use conventional rules oEnglish grammar. See AFH 33-337 fospecific appli-
cations.

3.44. WordDivision. When dividing a wad, separate between syllablésee AFH 33-337).

3.45. Quotations. When quoting numbere paragraphs fran another document, cite #asourae and
paragaph numbersin your text. See ARH 33-337 for specific applications.

3.4.6. Suspense Dates.If you include a suspense daten the text d the memorandum, emphasizé
by placirg it in a separate @ragraph.

3.4.7. ldentifying Point of Contact. Indicate contact names,telephone numbers, ard E-mail
addresesin the text of the correspondence, normallyn the last paragraph.

3.4.8 Continuation Pages. Use plain bond paperBegin typng the text of the continuation pagefour
lines below tle page number. Typeat leasttwo lines of the text on each pageAvoid dividing a para-
graph of less than four lines between tarpages.

3.4.9 PageNumbering. The first page & a memorandum is never numbered. Youay onit page
numberson a oneor two-page menmorandum; however memorandums longer than two pages must
have @mge numbers. Number #hsuceeding pages srting with page 2. Place page number$.5-inch
or four line spaces from he top of the pge, flush with the right margin. Number the continuation
pages of eeh attachment asa sep@rate sequence.

3.4.10. (Added) (AFMC) On commendation letters/memorandums fa civilian enployees,
include a statement irthe last paragraph that a opy of the leter/ memorandum will be placed

in the individual's official personnel folder and an information copy wll be forwarded to the local
civilian personnelflight.

3.5 Closing Format:

3.5.1 Authority Line Element. The authority line informs readersthat the person who signed the
documentacted for the commander, tle commard section, or the hadquarters. If it is used, tyein
uppercag, two line-spaces below thkast line d the text and flush with the signature element.séjthe
words" FOR THE COMMANDER" unless the lead of the omanization has another title like com-
mander inchief, supernintendent,or commandant.

3.51.1 Usetheauthority linewhen:
3.51.11. A commander's designatempresentative signgor a specific action.

3.5.1.1.2 A documen repreents the commander'sposition a the coordinated position dthe
headquarters staff.

3.5.1.13. Staff members sign documents that direct action or announce plicy within their
areas @ resporsibility.

3.51.2 Do na usethe authority line when:
3.5.1.2.1 The commaner (or head of the organizatiohsigns.
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3.5.1.2.2. The deputy or vice commander signs when the commander is temporarily away
from the place of duty (TDY, etc.) unless command action is directed by law and requires an
indication of delegation.

3.5.1.2.3. The correspondence expresses opinions of units, directorates, divisions, offices, or
branches.

3.5.1.2.4. The correspondence is addressed outside the DoD.

3.5.2. Signature Element. Type or stamp the signature element five lines below the last line of text
and 4.5 inches from the left edge of the page or three spaces to the right of page center. If the authorit
line is used, type the signature element five lines below the authority line. If dual signatures are
required, type the junior ranking official’s signature block at the left margin; type the senior ranking
official’s signature block 4.5 inches from the left edge of the page or three spaces to the right of page
center. The signature element may be added after you are sure who will sign the correspondence. D
not place the signature element on a continuation page by itself. Consider correspondence receive
via E-mail, copied, or stamped SIGNED as authoritative as long as the signed copy is kept on file at
the originating office.

3.5.2. (AFMC)You may reduce this to the fourth line below the text in order to keep your memoran-
dum to one page in lengthLengthy signature elements may be adjusted toward page center. At HQ
AFMC, complete the signature element on communications prepared for command section signature.

3.5.2.1. _First Line. Type the name in uppercase the way the person signs it. Include grade and
service if military; civilians may include their grade. Avoid using legal, educational, or ecclesias-
tical degrees or titles.

3.5.2.2. _Second LineType the duty title. Use the term "Acting" before the duty title stadf
position if the incumbent is absent or the position is vacant. Do not sign "for" or "in the absence
of." Do not use the term "Acting" for any command capacity or where prohibited by law or statute
(see AFI 37-121Authentication of Air Force Recordwill convert to AFI 33-321] and AFI
51-604,Appointment to and Assumption of Comnjand

3.5.2.3. Third Line. Type name of the office or organization level if not printed on the letterhead
or included in the heading. Limit the signature element to three lines if possible; however, if a line
of the signature element is too long, indent two spaces on the next line.
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EXAMPLES:

For an officel

BRANDON BERNARD SPROWL, 1st Lt, USAF
Commander

BRIAN EDWARD LEWIS, 2d Lt, USAF
Chief of Personnel

DUANE VANCE MOORE, Maj, USAF
Chief, Visual Information and Publishing Branch
Directorate of Communications and Information

S. W. MATTHEWS, Lt Col, USAF
Chief, Staff Communications

and Analysis Division

Directorate of Curriculum

MARTEL ROBERT WESTHALLER, IlIl, Col, USAF, DC
Base Dental Surgeon

For a noncommissioned offic r:

RAYMOND L. KENNEDY, CMSgt, USAF
Chief, Publishing Branch
3400th Training Group

For a civilian

ELLEN C. CAMPANA
Chief, Quality Assurance Branch
Air Staff Systems Directorate

SUSAN L. BASS, GS-12
Chief, Information Communications Policy
Directorate of Communications and Information

NOTE:

Medical service officers should use their medical designations in their signature blocks (MC, DC, BSC, or
NC).
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3.5.2.4. Signature. Sign correspondence with permanent black or dark blue ink. Use black type-
writer ribbons, black printer toner, or black ink for rubber stamps or signature facsimile equip-
ment. Refer to AFI 37-121 (will convert to AFI 33-321) for authentication of Air Force
documents and how to use seals instead of signatures.

3.5.2.4. (AFMC)When there are multiple action addresseproduced signed copies are autho-
rized.

3.5.3. Attachment Element. Type “Attachment:” or “Attachments:” at the left margin, three line
spaces below the signature element [8gare 3.1). Do not number a single attachment; when there

are two or more attachments, list each by number and in the order mentioned in the memorandum
Describe each attachment briefly, but do not use general terms or abbreviations such as "as stated," "
described above," or "a/s." Cite the office of origin, the type of communication, the date, and the
number of copies (in parentheses) if more than one. Include the subject of the attachment if the
receiver will not get copies of attachments or if subject is not already referenced in text. For classified
attachments, show the assigned classification symbol (in parentheses).

EXAMPLE:

Attachments:

1. HQ USAF/SC Memo, 2 May 98 (U)(2)

2. 380 FMS/CC Msg, 232300Z May 98 (NOTAL)
3. HQ USAF/SP Memo, 3 May 98 (S)

3.5.3. (AFMC) Distribution lists are not listed as an attachment.

3.5.3.1. Type “(sep cover)” when sending an attachment separately. Send a copy of the memo:-
randum when you send the attachment.

EXAMPLE:

Attachments:
1. AFI XX-XX, 26 May 94
2. AFI XX-XX, 24 May 94 (sep cover)

3.5.3.2. Do not divide attachment listings between two pages. If the listing is too long, type
“Attachments: (listed on next page),” and list the attachments on a separate page.

3.5.4. Courtesy Copy Element. When sending courtesy copies to activities other than to addressee
type "cc:" flush with the left margin, two line spaces below the attachment element. If the attachment
element is not used, begin typing three line spaces below the signature element. List names or organ
zation abbreviation and office symbol of offices to receive copies. If a courtesy copy is sent without
including the attachments, type “wo Atch” after the office. Circle, underline, or highlight the office to
indicate the recipient.
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EXAMPLE:

cc:

HQ AETC/DP wo Atch

HQ USAFE/DP Atch 2 only

HQ PACAF/DP (Atch under sep cover)

3.5.4.1. If courtesy copies of a memorandum are not signed, write or stamp "signed" with black or
dark blue ink above the signature block.

3.5.4.2. Do not show internal distribution of courtesy copies on the original (or courtesy copy) for
correspondence addressed outside your activity. However, you may show the distribution if one
addressee needs to know who received a courtesy copy, or if correspondence is multi-
ple-addressed and reproduced.

3.5.4.3. When using manifold tissue courtesy copies, type or stamp your unit's designation at the
top of the first page.

3.5.5. DISTRIBUTION Element. When SEE DISTRIBUTION is used for the MEMORANDUM

FOR element (see paragraph 3.3.2.5.), type “DISTRIBUTION:” flush with the left margin, two line
spaces below the attachment element or the courtesy copy element if used. If both the attachment ele-
ment and the courtesy copy element are not used, begin typing three line spaces below the signature
element. Do not divide distribution lists between two pages. If the listing is too long, type “DISTRI-
BUTION: (listed on next page),” and list the organizations on a separate page.

3.5.6. Optional Automated File Designator (AFD) Element. The AFD element documents the stor-
age location for data stored on disks or other magnetic media. Type the AFD two line spaces below
the courtesy copy distribution element. You may include the AFD in the identification line of talking,
position, and bullet background papers.

3.5.6. (AFMC) At HQ AFMC, do not place an automated file designator element on any original
memorandum/letter.

3.5.6.1. Contents of the AFD are based on the user's needs and the system being used; e.g., the
element may include items such as the file name, typist's initials, and number or title of the disk.

3.5.6.2. Refer to World Wide Web pages by typing the uniform resource locator (URL) as the
AFD.

3.6. Typeset Correspondence’ou may typeset correspondence for a large audience (such as a memo-
randum to ALMAJCOM-FOA). Use an appropriate letterhead as with other official correspondence.
You can use the full range of typesetting capabilities, including, but not limited to, two columns, italics,
bold type, variable spacing, boxed inserts, and screened backgrounds.

3.7. Record or Coordination Copy.This is the official record for your office files, so make sure it is

completely legible. Type or write additional information of value only to the office of record on the
record or coordination copy.
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3.7.1. Showing Coordination. Type or write the organization abbreviation and office symbol of each
office that should coordinate across the bottom or right side of the record copy. The coordinating offi-
cials enter their last name and date.

3.7.1. (AFMC) Coordination stamps are authorized. When communications are rewritten, draw a
diagonal line through the original official file copy and write under the coordination block, "coordina-
tion valid." On the new (rewritten) official file copy, write under the coordination block, "see attached
for coordination.”" Keep these two copies together. Recoordination is not required unless the content
of the communication is changed. Coordinate electronically whenever possible.

3.7.2. Showing Internal Courtesy Copy Distribution. List all internal courtesy distribution on the
record copy unless it is listed on the original.

3.7.3. Identifying the Writer. If identifying the writer is of value to the office of record, place the
writer's organization abbreviation and office symbol, name, telephone number, typist's initials, the
date the correspondence is typed, and, if desired, the document name/number at the top or bottor
margin of the page. Do not repeat the writer's name if the writer signed the correspondence. Use
new identification line, if desired, each time the correspondence is rewritten or retyped. Place the
name of the person who rewrote it on the next line followed by the date it was retyped.

3.7.4. Annotating for Magnetic Storage Media. Use the writer identification line (see paragraph
3.7.3) to show document name, storage location, or file identification for reference and possible revi-
sion or reprinting.

3.7.5. Preparing a Memorandum for Record (MR). When preparing a MR for another office or when
using it as your primary record, write or type on the record copy any information needed for the

record. Continue on the back or a separate sheet if you need more space. The writer signs (see AF
33-337).

3.8. Attachments to CorrespondenceAttachment, appendix, annex, and exhibit all mean additional or
supplementary material and indicate relative position within a correspondence package. The first additior
is an attachment; an addition to an attachment is an appendix; an addition to an appendix is an annex; ai
so on. Indicate on the attachment, appendix, or annex if there are appendices, annexes, or exhibits to
Type or write attachment markings in the same position as on the basic correspondence. If possible, us
pencil to allow future renumbering and reuse with other documents. Mark attachments as follows:

3.8.1. Mark each attachment in the lower right corner as Atch 1, Atch 2, Atch 3, etc.
3.8.2. Mark additions to an attachment as Appendix A, Appendix B, Appendix C, etc.
3.8.3. Mark additions to appendices as Annex 1, Annex 2, Annex 3, etc.

3.8.4. Mark additions to an annex as Exhibit A, Exhibit B, Exhibit C, etc.

3.8.5. For multiple page attachments, number the pages of each attachment in a separate sequenc
For example Atch 1 (1 of 3), Atch 1 (2 of 3), Atch 1 (3 of 3), etc.

3.8.6. When sending more than one copy of an attachment, place the copy number (typed or hand
written) to the right and slightly above the attachment number to indicate the copy is the first, second,

third, etc. For example Atch-1Atch 72, Atch 13, etc.
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3.9, Arranging Corr espordence. See Figure 3.2. for the orcer to arrange correspondence forsigna-
ture. When using tabs, paition the first tab at the lower righttorner. Pasition the rext tab slightly higher
(seeFigure 3.3). Stgle a memorasum o morethan onepage, or with atiehments, in te upper left
corne. If possible, arrange pag so that the readeran read irformation without removing the staglor
paper clips; for exampléyrn landgcape pges with top to taleft. If required, preparenvelopes or fac-
simile cover sheets, and p&athem at théeft side behind theopies for dispatch. Usepaper clip to hold
the paket together &oredispatch. Organizations nay specify alternate method® suit their reeds.

3.9. (AFMC) The peferred methodior asembling com-muitatiors, without a SSSfor signature

is shown mn attachmert 1 of this suplement. Attachment 2contains instructions forassembling staff
summarysheet packags. At HQ AFMC, comrmunications pepared fa command s&ion signature will
bereturned to theriginatorfor dispatch aftesignature. Check with you local command s#ion for their
internal policy.

Figure 3.1 In orde to keep memorandums to one page in lerigi;MEMORANDUM FOR" element
may begn two lines belav the Depatmert of Defenseseal,and the text @y begn two linesbelow the
"SUBJECT" elemen (otherwise itshould begn three lines below).



AFMAN 33-326_AFMCS1 12 May 2000
Figure 3.1. Sample Official Memorandum.

DEPARTMENT OF THE AIR FORCE
HEADQUARTERS AIR FORCE COMMUMNICATIONS AMD INFORMATION CENTER

WASHINGTOMN OC

1 June 1994

MEMORANDUM FOR AFICWVAE
FROM: AFCICITS
SUBJECT: Sample Memorandwm Format (AFMAN 33-336, Preparing Official

L mrarunicalions |

I. Twpe or stamp the date on the nght side of the memerandum 10 line spaces (1,75 mches) from
the top of the page and abowt | inch from the right margin (parsgraph 3.3_1).

2. Twpe the MEMOBRANDUM FOR element in uppercase 4 line spaces below the date o 14 line
spaces (2.5 inches) trom the top of the page. 11 you do ned use the Dol¥ seal on your computer
generaied letterhead or are using plain bond paper, begin the element approximately 11 line
spaces (2 inches) from the top of the page (parmgraph 3.3.2)

3. Twpe the FROM element in uppercase 2 line spaces under the MEMORANDUM FOR
element. The FROM element should contain the full mailing address of the function origisating
the comespondence (parngraph 3.3.4),

4. Twpe the SUBJECT elemsnt in uppercase 2 ling spaces below the last line of the FROM
elemient | paragraph 3.3.5)

5. Begin pypang the text Mash lel, 2 line spacss below the SUBJECT element (and the
References element, if used). Mumber or letter each paragraph and subparagraph. See paragraph
3.5 for guidance on the closing formal.

WALTER M. WASHABALIGH, Col, USAF
Chicf, Business Systems Division

Adtachments;

Crevaridwer Lt The Ffth DNmoncion
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Figure 3.2. Arranging and Assembling Correspondence.

Addressed envelope for addresses,
[Behind Letter)

Original of sutgoing letier, arranged as follows:

a. First page on bop, second page ete,

b. Attachment 1 (Pages 1,23, elc.; copies 1,23, alc.)
o. Attachment 2, ele.

d. Courtesy copy (if desired).

Ascord'caordingtion copy edif e a and a s bariad

[ Addressed envelope J | Couriesyirdormation Copies.

| copies ree intaenat use
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Figure 3.3. Using Tabs To Mark Attachments.

a. Where to Place individual Tabs

— e Em R am eER e e e IR R ek e i mm e mm s W I S MR e TR MR MG mm e s e

b. Appearance of 3 Assembled Attachments with Tabs

29
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Chapter 4
OTHER TYPES OF WRITTEN COMMUNICATIONS

4.1. Personalized LetterUse a personalized letter when your communication needs a personal touch or
when warmth or sincerity is essential. You may use it to write to an individual on a private matter for
praise, condolence, sponsorship, etc. Keep it brief, preferably no longer than one page. Always use
authorized USPS abbreviations (see USPS PublicatioPostal Addressing Standa)) for addresses.

Avoid using acronyms. Se¢Figure 4.1 for an example of a personalized letter.

4.1. (AFMC) Prepare replies to congressional inquiries in the personalized letter format.
4.1.1. Heading Format.

4.1.1.1. Date Element. Type the date flush with the right margin, 1.75 inches or 10 line spaces
from the top of the page. For short communications, you may adjust the top margin to center the
letter on the page. Use the format of day, month, year, e.g., 6 June 1999.

4.1.1.2. Return Address Element. Begin typing the return address flush with the left margin, 2.5
inches or 14 line spaces from the top of the page (or 4 line spaces below the date). Include name,
rank (for military members), duty title, and the complete mailing address of the sender.

4.1.1.2. (AFMC) Use organizational designation and office symbol in place of duty title in the
return address. Include the duty title in the signature element. At HQ AFMC, for personal letters
prepared for command section signature, do not include the complete return address of the sender
on the correspondence and use only the special "Office of the Commander" and "Office of the
Vice Commander" stationery. Check with your local command section for their internal policy.

4.1.1.3. To Address Element. Type the receiver's address three line spaces below the return
address. Include the receiver’s title and full name along with the complete mailing address. Use
punctuation after abbreviations such as “Mr.,” “Ms.,” “Mrs.,” and “Dr.”; however, no punctuation

is used with military rank abbreviations.

4.1.1.4. Salutation Element. Begin the salutation two line spaces under the receiver’s address.
Type “Dear” followed by the title and last name of the receiver.

4.1.2. Text of a Letter. Start the text of a letter two line spaces below the salutation element. Do
NOT number paragraphs. Indent all major paragraphs 0.5 inch or five spaces; indent subparagraphs
an additional 0.5 inch or five spaces. You may double-space text of a one-paragraph letter with less
than eight lines. Type references in the first paragraph.

4.1.3. Closing Format:

4.1.3.1. Complimentary Close Element. Type “Sincerely” two line spaces below the text of the
letter and 4.5 inches from the left edge of the page or three spaces to the right of page center.

4.1.3.2. Authority Line Element. Do not use an authority line.

4.1.3.3. Signature Element. Type the signature element five line spaces below and aligned with
the complimentary close element.

4.1.3.4. Attachment Element. Type “Attachment:” or “Attachments:” flush with the left margin,
10 line spaces below the last line of text (or 3 line spaces after the signature element).
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4.1.3.5. Courtesy Copy Element. Type courtesy copy distribution “cc:” flush with the left mar-
gin, two line spaces below the attachment element. If the attachment element is not used, type
“cc:” three line spaces after the signature element.

4.2. "IN TURN" Memorandum. Use an "IN TURN" memorandum to distribute the official memoran-
dum to several individuals or offices in sequence.

4.2.1. Originators. Prepare an "IN TURN" memorandum when the information is too long to type on
an Optional Form (OF) 41 or when the final addressee or office of primary responsibility (OPR) must
see the coordination or action of all addressees. Use the official memorandum forrChapter

3). Type “IN TURN” in uppercase, one line below the last address of the MEMORANDUM FOR ele-
ment. Align with addresses.

EXAMPLE:

MEMORANDUM FOR HQ USAF/SC
HQ AFCIC/IT
HQ AFCIC/XP
HQ AFCIC/SY
IN TURN

4.2.2. Recipients. When you receive an "IN TURN" memorandum, strike through your organization
abbreviation and office symbol, sign or initial, and date. Write "Concur,” “Nonconcur," "Comments
attached,” or "Comments sent by separate correspondence to" next to the date. Prepare an OF 41 o
separate memorandum for a lengthy comment. Attach comments to the "IN TURN" memorandum if
the remaining addressees need them; otherwise, send comments directly to the final addressee. Se
the "IN TURN" memorandum to the next address.

4.3. North Atlantic Treaty Organization (NATO) Letter. See NATO Standardization Agreement
(STANAG) 2066 (Edition No. 5Layout for Military Corresponden, for proper format. Write to Naval
Publications and Forms Center, 5801 Tabor Avenue, Philadelphia PA 19120-5002 to get a copy. Wher
using the NATO format, always include the name and telephone number of a point of contact. Use the
term "enclosures" instead of "attachments." Enclosures may have appendices and annexes. List all refe
ences in the heading or in the beginning of the correspondence text.

4.4. Short-Note ReplyIf you have enough space, write or type your comments on the incoming corre-
spondence (see AFH 33-337).

4.4. (AFMC) Prepare short note replies as prescribed by AFH 33The Tongue and Quj, except use
of the TO: caption in place of MEMORANDUM FOR caption is also authorized. Place the signature ele-
ment at three spaces to the right of page center.

4.5. Memorandum for Record (MR).Use the MR to document a discussion or an oral agreement. Pre-
pare a MR using the official memorandum format (Chapter 3). Type RECORD after the MEMO-
RANDUM FOR element (see AFH 33-337).

4.5. (AFMC) AFMC Form 90 Conversation Coordination Recor¢, may be used to document a discus-
sion or oral agreement.
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4.6. Meeting Minutes. Prepare neeting minutesusing the official memorandum format (see Chapter
3). Minutesare a clear summary @ the participard commens. They docurant planned or compted
action. Date the minutes the day they are distributedsa¥@space, use two columns toit names of
menbers pesent. Hace nformation regardng a future reeting in the lasipargragh. When a person
signs a pper as a membyeof a boardr committee, theignature elenent indicaes that peson'sstatus on
that board ocommittee, not any otér position the persomay hold. Type "Approved as written" two
line spaces belw the recordes signature block, followed by éappoving authaity's signature block.

4.7. Staff Study Report. Thisis aproblemsolution report (see AFH 33-337).

4.8. Talking, Bullet Background, and Position Pgers. (SeeAFH 33-337.)

4.8.1 Talking papes (also called point papey are cowise,factual written outlines for oral presenta-
tions memoy ticklers, or quick reference outlines They usdragments to gesent kg points posi-
tions, andfactsin abrief, arderly fashion when the usenasknowledge of the subjet.

4.8.2 Backgrourd papersare multipurpo% written briefs sed to provide infamation, forward items
of interestor to summarize cuent a potential poblens. Theyinclude an intoductory paragaph, a
bast discussion, aml aconclusion.

4.8.3. Position @pers are usd toadvocat or to convine the readr on an argument or pation.

4.9. Information Mapping. You may use the information mappng method for staff study reports ad
for talking, bullet background, andgoon papers. The InfonationMapping methodology helps wie
analyze, agarize, andpresentinformation in a cacise,usa-friendly manner. Inbrmation Magping
principles can impro& a wide variety of communcations. For more informatn, contact HQ AFCIC/
ITS

4.10. Indorsement Memorandums. Indorsementsare used at the discretion of sender asspace alows
(see AFH 33-337).

4.10. (AFMC) Prepare indsements aprescribed by AFH 33-33 except use othe TO: caption
in place ofMEMORANDUM FOR captian is also authorized.

Figure 4.1. Use organizational desigion and dfice symbolin place ohameand duy title inthereturn
addres. At HQ AFMC, for personal lettersrppared fa command section signature, wsgy the" Office
of theCommanda™ and "Office of the Vice Commander" aioneryand do not incluce the complete
return addess ofthe sender.
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Figure4.1. Sample Personalized L etter.

DEPARTMENT OF THE AIR FORCE
HEADGQUARTERS UMITED STATES AlR FORCE

1 Taly 1580

Lt Codonel Debra Mamimes

Chief of Execuiive Services Division
16T Air Foree Pentagon
Wishington DO 20330-1670

Mlr. Walter Jomnes
2560 Monte Vista Place
Alexandria YA 22300-1234

D M, Jomies

Aving ussng cegamizatioral ahbreviatims sml odlice symbals i lemers sddressed te mdividuals
nutside the Depantment of Defense. These acronyms rarely have any meaning outside the Gevernment
and should be spellid ol

Twpe o segnp the dae 175 isches or 10 line spices Trom s top ol the page @ the right margin,
Type the return nddress 4 line spaces below the dmte ot the lef margin, Type the “Tao™ address three lines
Bl the potuns adklngss, Type e aalucanion o lises below the “To” sddress; e grecting o tommally
“[igar."

Hegin typing the body of the leter 2 line spaces below the salumtion. Do not numbaer

paragraphs, Inddemit all major paragraphs five spaces or 0.5 inch; indiend subparagraphs an additianal five
spaces. [Daouble spoce hetwesn parggraphs.

The complimeriary close is nommally “Sincerely.” Type the complimentary close I lirne spoces
bl the bext, al beast three spaces to the right of page center. Place courfesy copy distribution af the
lefi margin, 2 lime spoces helow annchments, 18 there are no mtachmesis, type the counesy copy
distribaiion 3 line spaces below the signaiure elemem.

Sincerely

DEBRA MARTINEZ, Lt Colonel, USAF

——
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Chapter 5
GUIDE AND FORM MEMORANDUMS

5.1. Guide Memorandums. These are models of a memorandum text composed in advance, but not
printed. They may be complete memorandums with several paragraphs or single paragraphs. Use guide
memorandums to compose official memorandums. Select the combination of paragraphs appropriate for
the reply.

5.2. Form Memorandums.These are mass-produced memorandums sent in place of individually com-
posed or typed memorandums when many individuals require similar information or the same individual
requires the information at frequent intervals. These also include standard formats stored on electronic
media that can be accessed, completed with optional data, and then printed or electronically forwarded.

5.2.1. Types of Form Memorandums. The three basic formats for form memorandums are prewrit-
ten, fill-in, and optional statement. Prewritten form memorandums omit the receiver’'s name and
address and the date. Fill-in form memorandums omit any information that varies with each response.
Optional statement form memorandums provide several options; the writer checks the statements that
apply to the specific situation. A form memorandum may have space for filling in information, select-
ing one of several statements, or both.

5.2.2. Form Memorandums Use. Use form memorandums when the subject matter and the action are
routine or informational, when it is more economical to duplicate the memorandum than to type each
memorandum individually, and when the printed format expedites response from the recipient. Do
not use form memorandums if the subject is of a personal or congratulatory nature, if it may bring
grief, disappointment, or embarrassment to the recipient, or if a numbered form would be better.

5.2.3. Preparing and Controlling Form Memorandums:

5.2.3.1. Justification. Analyze your correspondence for a 2-week period and group memoran-
dums that are similar in meaning and purpose. Count the number of individually typed memoran-
dums for each group. A form memorandum is justified if:

The line count (text) of a repetitive mem- And the number of similar memoran-
orandum is: dums written each month is:
5 30 or more
10 15 or more
15 10 or more

NOTE:
Check with your forms manager to determine if a numbered form would be more beneficial.

5.2.3.2. Composition. Follow the principles of writing in AFH 33-337. Consider the memoran-
dum's impact, especially if it is sent outside the Air Force. If a memorandum collects information,
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review the requirements of the Paperwork Reduction Act and AFI 37-124 (will convert to AFI
33-324).

5.2.3.3. Design. Leave enough blank space to complete a fill-in form memorandum. Align check
boxes (0) on an optional statement form memorandum.

5.2.3.4. Signature. Sign form memorandums individually or sign the master before reproduction.

5.2.3.5. Control. Identify each form or guide memorandum by a different symbol if you have
more than one, e.g., FM-1, FM-2, etc.; GM-1, GM-2, etc. You may mark the memorandums
themselves or their folders. Review the need and currency of the memorandum before reproduc:
tion, and reproduce no more than a 3-month supply.
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Chapter 6
USE OF ENVELOPES

6.1. General Information.Local needs determine when to use envelopes, tags, and labels. See your
BITC or DoD 4525.8-M/AFSUP 1DoD Official Mail Manua. Use standard addresses listed in the
address directory (s«Chapter 9).

6.2. Envelope Size:

6.2.1. Use a rectangular envelope only slightly larger than the correspondence. Envelopes should be
no smaller than 3.5 by 5 inches and no larger than 6.125 by 11.5 inches.

6.2.2. You may use window envelopes. Be sure to adjust the MEMORANDUM FOR element to
align the address with the envelope window.

6.2.3. For consolidated mailing, the largest item that cannot be folded determines the envelope size
(see DoD 4525.8-M/AFSUP 1).

6.3. Addressing the EnvelopeFor successful processing by optical character recognition (OCR) equip-
ment, the USPS requires addresses to be machine-printed, with a uniform left margin, and formatted in a
manner that allows an OCR to recognize the information.

6.3.1. Printing. Since OCR equipment cannot process dot matrix styles where the dots do not touch,
print addresses on a laser printer. You may not hand write or use rubber stamps unless laser printers
and appropriate software are not available.

6.3.2. Typeface. Use Courier New font 12 point (or similar simple sans serif font). Be sure charac-
ters are not too close together and do not touch or overlap. Do not use bold, italic, script, artistic, or
other unusual typefaces.

6.3.3. Margins. Leave margins at least 0.5-inch from the left and right edges of the envelope and at
least 0.625-inch from the bottom of the envelope. The last line of the address should be no lower than
0.625-inch and no higher than 2.75 inches from the bottom of the envelope.

6.3.4. Address Format. SFigure 6.1 for address position and format. Use block style with a uni-

form left margin, parallel to the long edge of the envelope. Single-space the address block and type
the entire addresses in uppercase. Use one or two spaces between words. Do not use punctuation in
the last two lines of the address block except for the dash in the ZIP+4 code. Addresses are limited to
five lines:

6.3.4.1. Optional Address Data Line. Use this line for any nonaddress data such as account num-
bers, presort codes, or mail stop codes.

6.3.4.2. Optional Attention Line. Use this line to direct mail to a specific person.

6.3.4.3. Organization Abbreviation/Office Symbol Line. Use the organization abbreviation and
office symbol separated by a virgule. Refer to the address directory for correct abbreviations.

6.3.4.4. Delivery Address Line. Use this line for the street or post office (PO) box number, and
the room or suite number. Use authorized USPS abbreviations found in USPS Publication 28. Do
not use punctuation on this line.
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6.3.4.5. City or Base, State, ZIP+4 Code Line. Use the two-letter state abbreviations found in

USPS Publication 28. Always include the ZIP+4 code in the address. Do not use commas
between the city or base, abbreviation, and ZIP+4 code; the dash in the ZIP+4 code is the only
punctuation used in the last address line. With overseas addresses, do not use the APO or FP
number and geographical location together; this will cause the mail to enter the international mail
channels. Do not type any information below or to the right of the city, state, and ZIP+4 code

address line.

6.3.5. Return Address Format. Place the return address in the upper left corner of the envelope (se
Figure 6.2). Follow the address format (see paragr6.3.4). Use the complete mailing address.
Type "OFFICIAL BUSINESS" beneath the return address. (See DoD 4525.8-M/AFSUP 1).

6.4. Machine-Processed MailingLimit the thickness of the envelope to 0.25 inch or less when sealed
(about four sheets of bond paper or eight tissue weight sheets). Press envelope to remove air. Write "not
machinable" above the address on the envelope if it is more than 0.25 inch thick (see DoD 4525.8-M/
AFSUP 1).

6.5. Mailing Labels, Cards, and Self-Mailers See DoD 4525.8-M/AFSUP 1.

6.6. Preparation and Content of Mail Indicia. See DoD 4525.8-M/AFSUP 1.

6.7. Preparing Envelopes for Classified Material See DoD 5200.1-R and AFI 31-401.
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Figure6.1. Envelope Address Position and Format.

— 05 e — 05

DR READ
AREA

CETIDHARL RDDRESS DRTA LINE ===
OFTIONAL ATTERTION LINE --- MR PRTRICKE HUMMEL

QRGHNIZATION AEHREVIATION/OFFICE SYMBOL LIHE --- HQ AFCIC/ITSI
DELIVEEY ALDRESES LIME --- 1250 RIE FORCE PEMTAGOH

CITY/BREE, STRTE, EIF+4 OJ0E LINE --- WESHINGTON 0T 20330-1250

44— BARCODE CLEAR AREA

¥ . J
b 45 "

Figure6.2. Printing Addresses and Return Addresses.

KD AFCIC/ITSI
1250 RIR FORCE FERTRGOH
WRSHINGTON DC 20330-12%0

OFFLCIAL BOEIHEES

HZ DPSAFE/SCMI
UHIT 2050 BOX 125
RED RE 090%4-012%
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Chapter 7
MESSAGE PREPARATION AND PROCESSING

7.1 Intro duction . This chapter dissses pepating messages fa AUTODIN. Contact your local tele-
communications center CIC) for questions corcerning mesage preparation or deliveryNOTE: DoD
mandateshe use of DMS rather thanUY ODIN for organizational messages; the intent of thianuate
is to migrate uarsfrom AUTODIN to the DMS. AUTODN format is $ed in DMSwhen sending a mes-
sage tan AUTODIN user. AUTODIN service is scheduled to be diontinued in fiscal year 2000.

7.2. Originator's Regonsibilities. The orginator is the command or auhority in whosename ames-
sageis sent. Theoriginator implements the polig/ and proceduresor preparimg and releasing message.

7.3. Drafter's Responsibilities. The drafter writes mesages foll owing the procedures outlined in this
chapter.For United States Message Ext Format (USMTF) messagepreparation, seAttachment 4.

7.4. Relea®r's Responsibilties The releaser is the individuauthaized by the commanderd release
messagesand authorize reipients of self-generated nmessages. The rdeaser werifies messaage format is
correct; for example, mesages originating from the same officeanot use identical date time grops.
The releaser ensurémely delivery d messges to thelfCC and avoids delering messages tihe TCC
at the close of bsiness.

7.5. TCC Responsibilties. TCC distributes oneopy of eab mesage b the central point of giribution
for an organization. The distribon office reproduceand distributes the nssage asappropriate.
Deliver clasified messagesaccordng to DoD 5200.1-R att AFl 31-401. Do na task TCCpersonnel to
pick up mesages from aoriginator ordelivermessages to an addessee.

7.6. Addressee's Responsibiiies. At locations where etdrical distribuion is not ugd, units estabgh
the central poinof distributionfor mesages wihin their organization. Wing equialt or higher may
establsh central pointsof distribution for ech office with two-letter ofice symbols. Units identify pr-
sonnelauthorized to pick up messages that requa speial handling and identify repsentatives fonoti-
fication by telephoneroreceipt of PRIORITY or higherprecdence mesages. Units provide inmediate
pickup of messages hat are high precederce or those that require special handing. Use AF Form 74,
Communications Status Notice/Request, to acknowedge measages when required.

7.7. Message Preparation.Prepare nessages on floppy dskette sing Stan@drd Automated Remote to
AUTODIN Hog (SARAH) messagepreparaton software such as/ARAH-Lite, Defense mformation
Infrastructure (DII)CommonOperating Environrant (COE) Compliant MessageProcessor, or the
Army’s DINAH-Mite. Using SARAH-Lite or another DI COE-Complant Message Rocessor ensures
compatibiity with AUTODIN and standardizationHandwritten mesages are only authaed under the
following situations in an emergenyg or time-critical situationand then only IMMEDIA TE orabove; or
Facility Checking Squadra(FCS) and FAA Flightinspection keld Offices(FIFO) aircrat commande's
when n atramsient statusand administratie suppot is not awailable. Do not use thse procedures tar-
cumvent normal nmssage preparation procedweCorsult with your lccal TCCfor procedures b submit
handwrtten mesages.
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7.8 General Message Format. Use only uppercas. Double-spceall lines. Do not underlineany part
of the mesage. Limit punctuation symbols to dotlaign ($), ampersand (&open parenthesis ((), close
parenhesis ()), dash (-), apostrophe (;)quotation mark (*), period (), cdon (), virgule (), comma (),
qguestion mark (?)andsemicolon (). AUTODIN will accept otkr punctuation symbolsn the message
text however the receiviig equipment mganot ke able b reproduce thoseymbols.

7.9. Message Fields:
7.91. Date Time Groyp (DTG):

7.9.11. DatelTime Block. Enter thetime themesageis authorized by theeleaser. Thefirst two
digits repesent the day of the current month and the nextdayits represent the Universal Time
CoordinateqUTC) (or Zulu time) from a 24-lour clock (se¢Figure 7.1). Place aZ” after these
six dgits.

7.9.1.2 Month Block. Enterthefirstthree letters fothe currert month.

7.91.3 YearBlock. Ente the last two digits of the year.

7.9.2 Language Media Format CMF) Block. This fidd specifies the media formd for your mes-
sage. Two characters anequired. Thefirst designateshe originatirg format, ard the second desig-
nates thedestinationformat. Enter “AA” for ASCII format.

7.9.3. Book Block. This option is nbused by AUTODIN. Enteg “NO.”

7.94. Conent Indicator Code (CIC) Blek. TheCIC identfies the mesage type. Enter “ZYUWfor
narative mesages.

7.9.5 SPECAT/SHD Block. Usehis blockfor classified mesages oty; conect you local TCCfor
guestions conceming SPECAT messges. If a message isSPEQ\T, the identifying letter mustbe
entered five timesldentifying letters are:

7.95.1 AAAAA for SPECAT SIOP-ESI.

7.9.5.2 FFFFF for certai TOP SEQRET United States-nginated nessagetraffic addresed to
activities of the United Kingdomymther clasified messages that contaspecial-handling desig-
natas, such asxCOSMIC, US-UK EFES ONLY, CRYPTO-SECLWRITY, and EXCLUSIVE FOR.

7.9.5.3 LLLLL for Messages contaning thespecial designator, ATOML, addressd to certain
NATO command.

7.9.54. BBBBB for ather type SFECAT.

7.9.6 Originatas Messageldentification(OMI) Block. TheOMI is used by your untb identify the
individual mesage. Enter your @ite symbad (no more than five Etters) followed by tle day aml the

locd time. For examplelTSI issendng a message on 7 July 1999td4300; tre OMI will r ead

ITSI071300. The OMI must be atal five characters long and thiest two charaters must be let-
ters.

7.9.7. PrecedencBlock. Message precedengeosigns are:
7.9.7.1 YY --EMERGENCY COMMAND PRECELCENCE.

7.9.7.2. ZZ --FLASH. Usefor initial eremy contact ressagesor operationd combat messages of
extreme urgency.
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79.7.3 OO --IMMEDIATE. Use for wery urgent messages relating to situations tat gravely
affect the securit of National Forces,Allied Forces, or thepopulace.

7.97.4. PP --PRIORITY. We for mesages about theonduct of operations in progresddor
othe important am urgentmatters when ROUTINE precedence wilnot sufice.

7.9.7.5 RR--ROUTINE. Use for all typesof mesagesthat justify tansmision by rapid means
but ae nat of sufficient urgeny and importaneto requre higher preedence.

7.9.8. ClassificationBlock. The clasification must be at lshashigh as the highest assification of
any setion of text contained in the rseage. Erdr the letter grop which represents thesecurty clas-
sification. The letter groupse: UUUU for Unclassified and FOUO, CCCCfor Confidential SSSS
for Secret,and TTTT for Top Seret.

7.9.9 Message Handling Instructions Block. Use this bldok special instructias to thereceiving
TCC. Anexampeéwould ke “DELIVER DURING NORMAL DUTY HOURS ONLY.”

7.9.10. Accourting Symbol Block. Acouning symbols are required on ssages thatse the com-
mercial refile system. Thisinformation istypically na necessaryand shoud be left blank.

7.9.11 Text Classifi cation Line Bock. Use thetext classifi cation line forany caveat that directly
modifies the cassifi cation of the message such a®©BPO, NATO, Limited Distribution (LIMDIS),
etc.

7.9.12 Drafta’s Name ad Title Block. Ente the dafter snameand itle.

7.9.13. Drafte’s Office and Phone Block. Enter the dexfs organiztion ablreviation, ofice sym-
bol, ard phone number.

7.9.14. Speial InstructionsBlock. Enter anyspecial handling igructions fa the mesagesuch as
MINIMIZE CONSIDERED.

79.15. Releaser’'s Nane, Title, Office Symbol, and Phorglock. Ener the rekaser’'s rame, rank,
and phone number.

7.10 Message Address.Use plain language addres®s (PLA) listed in the dredory savices ditabase
and stanard office symbolgseeChapter 1C). Use only the following authized punctuation m&ings
in the addres element: virgule (/), double vigule (1), hyphen (FN-ACCTG), and apostrophe
(O'HARA). All addres elements nat contain the mganization, geographical location, staiecounty.
The location is followed by double virgule, the offi ce symbol, followed by double virgule. When the
mesage is addresed totwo or mae office symbols at the same organizatiggparate theffice symbols
by avirgule.

7.10.1 From Addres. Ente yourunit's PLA and ofice symbol.

7.102. To Addres. Enter the PLA ad office symbolfor each actio activity. Y ou may use address
indicatar groups(AIG) asaction addreses.

7.103. Information (nfo) Address. Entethe PLA aml office symbd for eah activity that needs the
mesage for information purposesonly. Do not wse AlIGs as info addssees.

7.10.4 Exemp (XMT) Address. Use the XMT addred® omit an adcess fran an AIG listed in the
“To Address.” Type thePLA and office symbd for the addesse that you do nbwish to receive the
mesage.
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7.10.5 Local Message Rating. Addresseeshat will receive he mesage other tha electronic
means (such ag/lmail or by messengpr) areindicated by ZEN. The mesage originatig na the TCC,
is resporsible for delivery of ZN mesages. Use the l@al message routing field @ remind you of
distribution that yar must make fo ZEN addressees.

7.11 Message Text.Limit lines b 69 characters, includmspaes. Includethe following eementswhen
used:

7.11.1 Seawrity Classfication. List thefollowing information, in order, on théirst ine security
classification, special handlig designatas, flagwords, code wads, and exercise nameénserta spae
between each letter of the clasgfication, except for unclassified. Classfied messages aldressed to
United StateqUS) activiiesfor distibution to norRUS activities must includesleasbility statements
following theclassification. Example: S ECRE T RELEASABLE TO NATO AS NATO SECRET.

7.11.2 Delivery Instuctions. If used, identify the sgcific addresse® whom the message is to be
delivered. Type “FOR”followed by the name or positiorilé when there is gapecific person identi-
fied for delivery. Type “PASS TO” for address instructonsto direct the mesage ¢ a particularorga-
nization or unit.

7.11.3 SubjectLine. Type “SUBJ:"followed by a brié descrption of the message&ontent Limit

themessgesubjectto one line Omit the message subjetits usewill causean unclassifid message
to beclassified, f it increases tk length d ashort message, or if the subjed is readily apprert in the
first line of text. If the message isclassified, identify the clasification of thesubject ty the appropri-
ateclassification symbol.

7.11.4. Action Suspense. The action suspense indicates when you need to compl ete the required
action. Useit only when necssary. Type “SUSENSE” followed by tkerequired date.

7.11.5 Message Dvision. You mg divide a message into partsif portions of the message do not
appl to al addressees.

EXAMPLE:

UNCLAS

FOR (if needed)

SUBJ: (if needed). SUSFENSE (if needed)
THIS MESSAGE IN THREE PARTS
PART ONE FOR PACAF,

PART TWO FOR AETC,

PART THREE FOR ALL

7.116. Usereferences dg when they are asntial. Wherreferenes ae used,type theiridentifica-
tion on the secondsubgquert lines d text. Include thereference subject bnwhen needed. If ref-
erence is made tseveral mssages, lettes, memorandums, or other docurents, type edton a
semrate line. ldentify thereferenes as A, B., and son. When referencing a data pattern rsage,
providethe CIC, tme-of-file, and any otér information (such asreport control symbol [RS]) that
may hep in identification.

7.117. Main Body. Keep the main body brief. The length of asage diectly affects the handling
timewithin telecommunications chanrslUse the paragrapiormat,standard punctuation, abbrevia-
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tions, and numbering as ein norma military correspondence.Begin al lines, including the first
line of subparagraps flush with the &ft margin. For chssified messages, mark all pragraphsand
subparagraphswith their classification (DoD 5200.1-R /AFI 31-401) in threame nanner as normal
comrespondence.The last line of thetext must include delassification ordowngrading instructions.
For eercise message, always e “EXERCISE as tte last words of the text, fadwed by the egr-
cise identiication and goup makings.

7.12 Release Documemn Thisfile contols the flow ¢ messages on adiskette from orignation to trars-
mission. The release documaenists all mesages a the dislette ard shows tle statusof each mesage.
There are thre codes on a relese docunent to indicak mesage statts:

7.12.1. MORE isused b indicate that the message reads additional coordination. Leave the date

time group blok blank to kep a message in this sttus. TheTCC cannot tangmit a MORE status
mesage.

7.122. REDY meanshemessage is readydsend. The REDY statuss generated bylacingthe date
timegroup on he message.

7.123. TXED indicates tle mesage was sentby the TCC. When TXED is indicated, th& CC can-
not retansmit the message fom thediskette unless the messageriginatorassigns anew datetime
group.

7.124. The releae docunent alsocontainsa cyclic redundancyheck (QRC) number. The RC is
usedto ensure mesmge integrity Thenumber on therelease dcument and the nessage must match.
The CRC numberchanges ezh time the message is modified, includingadding the date time group.

7.13 Activities Not Served By AUTODIN. Send mesages addressed to activitis (civilian firms, indi-
viduals, andsome solated urits) not seved by military communicatios facilities by other meange.g,
telegam, electront mail, courier, postalfacsimile, etc). It is the eiginator'sresponsibilityto obtainthis
support. If in doubt about whether an agssee is served by riiary communications facilis, consult
your locd TCC.

7.14 MIN IMI ZE. Users of AUTODIN must adtere to MINIMIZE when imposed for recorccommuni-
cations. The objective of MINIMIZE is to ckear AUTODIN of traffic whose urgecy does ot require
transmisson by eledrical means. Commanders at any level have the authority to impose MINIMIZE
within theircommand oarea ofcommand respability unlessspecified or denied by appropate higher
authaity. When MINIMIZE is imposed, commands will:

7.14.1. Egabish rigid proceduresto ensure that record canmunications (narrative and dada mes-
sages) which do not meet theMINIMIZE criteria are forwardel by other meange.g., mail, courie).
Do not hold record communications foartsmision pending carglation of MINIMIZE. This prac-
ticewould seriously oveoad the netwaok after the MINIMIZE is caneled.

7.14.2 Require releasing oficers to reviewall record traffic that was not relesad or releasd but not
yet sert by the TCC to ensure it qudifies for réea® under the provisions in force and the words

"MINIMIZE CONSIDERED" are stated on the nssage elease documentNever make MNIMIZE

CONSIDERED pat of the message text.
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7.14.3. When MINIMIZE is canceled, commanders will ensure a eview is made of the messages
transmited duiing MINIMI ZE to cteck theeffectivenesof MINIMIZE policiesand procedureand
take actionto corred deficiencies.
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Figure 7.1 Comparative Time Chart.
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To determine ta DTG without raving to corstantly refer to this charfind the totd hous difference
between your locatime aml “Z” time ard add orsubtact as follows First find your timezone,(ask your
TCC if you are nd sure d yourzone),then couhthe numbeof time zones between yauzone ad the
“Z” zone (include the “Z” zonen your count, btinot you own zone).Finally, if yourzoneis to theleft
of “Z” zone m theabove clart, adc the total numbe of zonesto you locd time; if your zone igo the
right, subtract the numbe of zones from your It time. Theresult is“Z” time. Example: Washington
(R Zone) is fivezonesto the left of “Z” zone. Theefore, the DTG entry on a mssage originated in
Washington DC is local tme plus five hours. Likewisethe DTG ently for amessage eiginated in Inda
is localtime minusfive hous. (If daylight savingstime isin effect, adl oneless hourif you areto the
left of “Z” time orsubtrad onemore hou if you are b theright.)
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Chapter 8
ADMI NISTRATIVE COMMUN ICATION MANAGEME NT FORMS

8.1 Optional Form (OF) 27, United StatesGovernmen Two-Way Memo. Use ths form for corre-
spondence that isde formal than the offial memaandum. Youshould handwte it in krief, informal
language.lts intent isto save timerequired fortyping and correcting and to save tiwst d duplicating.
The originato forwardsthe orignal and one copy and keeps theditopy asa record. The receiver uses
Reply Hock, keeps thoriginal, andreturns tle second cop to the originata.

8.2. Optional Form (OF) 41, Routing and Transmittal Slip. This form senes as a roting and trans-
mittal slip for corespondence and pubditons aml to comment @ a documetithat is being routed within
or outside youactivity.

8.2. (AFM C) AFMC Form 92 Interofice Routing $ip. Thisform may be sed fa the intenal officecir-

culation of bulletins, noticesand documents nat intended for general dstribution. The internd routing

information may be overptied. Owerprintedformsshould sha required overpnit identifier in the lower
right pation of theform.

8.2.1 Type orwrite out entries.Continue youremarks on the back, ieaded.

8.22. Show the action foeach addessee by enterig in the ation block the line number on which
theindividual's name appears.

8.2.3 You may e this fom to requestconcurrence oapproval, but not as a record of it. et
approval of action requsted should baccomplished bgignature on the doument or by coordination
on thefile copy.

8.2.4 Returnthe form to thesender by twrning down the FROM block over the ack of the fom.
Line ou FROM, insertTO, and wite you comments nthe back.

8.3 Optional Form (OF) 363, Memorandum of Call. Use his form to pass &lephone messages or
inform someone of visitor.

8.3. (AFMC) AFMC Fom 91, Communications Lagrhisform,or an automatesystem, may be used to
ke a record of isoming communications.

8.4. AF Form 74, Canmunication Status Notice/RequestUse thisform to let senders knw the status
of theircorrespondere. Yau may document comments timerecord copy. Ya may usehe AF Form
74 Remarkssectionfor notification of official Air Force bsiness other thancommunicationsstatus, as
authaized by you MAJCOM. You can useheform as a postcard between activities serviced either by
the military dstribution system or the US®

8.5 AF Form 388, Canmunication Control Record. Use this form only when you regrg formal sus-
pensecontrols. Use it when you receive correspormeand need to dagn action wihin your dfice or
to a lower ofice, or use it torack corespondene requiring a reply by a specific gaWWhen you ug this
form:
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8.5. (AFMC) AFMC Form 42, Command Sgion Action Asignmen, or an automated sfem or form
may be ugd for suspense control.

8.51. File the orignal or a opy by the suspense @te and attach all otrer copes to he wrrespon-
dence.

8.5.2 Showany extersion of the suspense daton the formand refle acordingly.

8.6. AF Form 1768, Staff Summary Sheet.Use the staff sumrary sheet (SSS) to summarze stdf

work, to request adion, orto forward information. Snce it often ontains several handwritten notes
befare reaching teapproval authorty, SSSs do notequirethesamelevel of pafection(error-freetyping,

etc) as the orrespanderce they may cover. Correct errors netly and legbly in ink if the cotentand

meaning are stillegible and clear. Generalllmnit it to onepage. Wse plan bord paper if an additional
page igequired eeFigure 8.1). If morethan ten diices coordinate o the aiginal SSSuse a blank AF
Form 1768, and renumberthe TO bbck, starting with 11. Complete tie formthrough the subject and

attach it lehind the orignal SSS. SeeFigure 8.2 for assmbling SSS padges. Coordination on Staff

SummarySheet is asfollows:

8.6. (AFMC) AF Fam 1768 Saff Summey Shee. At HQ AFMC, use AFForm 1768 or an approved
electronic vesion on commuitations fowarded to the commanddion for signature napproval.Leg-
ible write-in changs may be maderothe SSS Check wit your local commathsectionfor ther internal
policy. When background maderial for SSS packagesis lengthy, the OPRshould prepre an eecutive
sumnary exphkining the docurant and include theummary in the mckage irstead of theactud docu-
ment. Format will be on plain bond pagy typically in point paper fomat.

8.6.1. When you agree withthe popaosed action, sign yausurname, rank orrgde, and dte on the
bottom line if you are tlke addresee;sign on the t@ line if you are not the addrese.

8.6.1. (AFMC) Since he aiginal SSS hecomes the official file apy, show all other subordinate
coordnation on thereverse side of theriginal SSS Whenobtaining smultaneous coordinatiotype
the sumame, grade and date of the coordinating official on the origind SSS. Do not forward the
actual coordinatedopies with theoriginal SSS These atual coordinated copies of the S@ill be
retained in the orignator's ofice ard attachedo the original SSS wheretuned. See attachmeB of
this supplement for ssembling a SSpacka@. You may use AFMCVA 33-2, Signatur« Marker, 4a-
pled to a piece of bond papas a divider when nre than one document is to be signed. You may
alsoattach AFMCVA 33-3, Immediate Attention, on the owide of the folder to indicate ¢hmpor-
tance of processig the SS$ package in a timely manner. At HQ AFMC, remove AFMCVA 33-3
from folderbeforesending package to the ARMC Command Setion. Check with yourlocal com-
mand section for their internal policy.

8.6.2 When you do notgree wih the popased actionwrite a memorandum to the actiorfioé stat-
ing yourreasons ad write in ink "See Memorandum"in thesignatue column of tke SSS after your
office symbol. Attach your memorandunotthe SSS ashreturn it to theaction office.

8.6.3. When you reeive anonconcurence on a SSS, try to reolve al difference.

8.6.3.1 If you cannot resolve thafterences, the action officer writes arebuttal memmndum to
the approval authority which statesdiff erencesdiscusse with the nonconaurring official and
gives youmreasons wly you canna change the proposed actiorAttach therebuttal memorandum
and the nonconctence memaoandum as the last tab to thegmal SS5, and annotate in pen the
additional td unde thelist of tabs Serd the SSS to the neaddessee show on the fom.
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8.6.3.2 If you resole differences and no ehgesare made to #8SSS or to any attachmers the

previously nonconaurring official shows caoxcurrence by marking through the stéemern "See
Memorandum'and signing surname, rank orage,and date. The action oficer annotads "Dif-

ferences resolve@nd no changes eeded” on the noncaearrence memorandum, initialse state-
mert, and attaches his memoandum to the reord orcoordination cy. Routethe SSS to he

next addresee shan on the fam.

8.6.3.3 If you resolve youdifferences and changee madedthe S$ orto any attachments,
the ation officer prepares a nes SSS and coordinates és a new pacége with all offices.
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Figure8.1. Sample AF Form 1768, Saff Summary Sheet and I nstructions.

®6

W2
s STAFF SUMMARY SHEET

rs
Ter—"|  ACTHOM URE s, SRADE &80 DATE e AT | SOMATURE Mumans, GRADE AnD BATE
1| AFILL L‘mm@ ; *a

2 | a0 | Coord 'M;

s arme |coon | Bewda Col §Oug® |,
4 | AFFE -'I-PPr MM-]

1 |AFMCT | Sig %H:ﬂﬂ !ﬂ%ﬁm

SUARAME [F ACTION OFFCER AND GRADE SV, FHIOAE ::ET!\.S BiLGFERGE DATE

L: Col Wilkins INYC E:] 614-2 166 E} EIhd) 15 Aup 'H-E:I
EUBIECT E:] DATE @
Preparation of the S1a01 Summary Sheet (555) 3 Aug 9
SUKK&ARY

1. The 555 lmroduces, sumnsarizes, coordinases, of obiains approval of signature on & siall package. [
ahowld e & comdise (preferably one paee) summary of the package. 11 stapes the purpose, perisem
background information, rationale, amd discussem necessary o justify the action desired.

2. The 555 is attached to the front of the cormespondence package, If an sdditional page is neces=ary,
pare it on plain bond paper. Use the same documents atached or amy tabs that are not self-explanatory,
t'f1fu:;.' are self-saplanatory, say s0. Atlach a copy (or extract of appropriate portion} of any document you
refereimsg.

3. Las anachments o the 555 &t @b, Last the docurment for action as Tab 1. Let incoming ledter,
directive, or ather paper -if any- that prompied the preparation of the 555 as Tab 2, (NOTE: If you have
muore than one document for action, list and tab them with as many numbers as vou need and then list the
miaterial you are responding o as the next number, For example; Tabs | and 2 for signamre; Tab 3
ingoming document.) List supplemental documsenis as additional tabs. followed by the record/coord ination
copy, and information copies. If nopcomcwrrence is involved, liso it and the lecer of reburtal as the last ab.

4, VIEW OF OTHERS. Explam concemns of athers extertal to the staff (Le., O30, Ammy, Navy, Sale,
et ). For example: "OSD may disapprove of this approach.”

3, OPTIONS. If there are significant altiernative solutions, ¢xplain the options, For example: "Buying
aff-the-shelf hardware will reduce costs 25% , but will mest only 20% of our requirements.

6. RECOMMENDATION. Use ths caption when 555 is routed for action.  State e recommendation,

inchude ®ction necessary w0 miplement it in sech a way that e ofTicial need only coondinsie, approve, o

disspprove the recommemded action, or sign the abtachment, Do s recommend alternadives, Dy not use
this caption when the 555 is being submitted for information only,

Hhoras VI Nose

THOMAS P. MOORE, Colonel, USAF @ 2 Tabs
S, Intelligence 1. Propised Memo
Exr. fil4-1234 2, HQ AETCNC Mema, 5 Jul 94 wiAich

AF FORM 1768, SEP B4 [EF-W8)  roww s PREVIFUS ECITION VWILL BE LISED
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Footnotes foiFigure 8.1. Sample A& Fom 1768,Staff SummarySheet ad Instructions:

1

© © N O A~®

List offices in the order that they should coordinate, appiove or sign.
(AFMC) Ensure the SS paclegeis addessel so thatit may bereturned to the oginat-
ing office for final review kefore being fawarded to the commandsection.

Show theaction desired n this column (Coord[Coordination], Appr [Appoval], Sig[Sig-
natue]). Use Info (nformation), whenthe SSS 3 submitted for infemation only.
(NOTE: Usually shav only ore Appr entryand ore Sig entry.)

Show coordination or approvavith signatureand aite in the sigature column.
Enteraction officer's gra@ and lat name.

Enteraction officer's office symbd.

Enter the actio officer' s teephone number

Enter the initia$ of the typst.

Enter thesusperse date, ifany.

. Entersubject; se the samesubjectas for the attache comrespondence.

10. Type a stamp date atime d dispatchfrom the signing &icial's office.

11 Numbe, letter, ard space paragraphs #@sane asthe official memorandum.

12. An authority lireis not used on a S§

13. Signature is optimal. When used, the dicial signs before coordination. Plkathe signa-

ture elemen flush with theleft margin as shown.
(AFMC) TheSignatueis Required.

14. Briefly list the correspondence attached.Use blank pagedabeled as Tabsto separate

maja groups 6 information. Likewise, irdicate attachments with labeled papesween
the tabs as neded. Insert documentdor signatue, approval, orinformation at Tab 1.
Insert any incoming correspondese, directive, o other paperawhich the action &icer
Is responding at Tab 2. In®rt supplementary documents correspondence at Tab 3, Tab
4, etc.
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Figure8.2. AF Form 1768, Saff Summary Sheet, Arranging the Package.

AF Fom 1768
Tab 1 OUTGHMG MATERIAL: Origital o docurien| rauted for signaiurs, spprovel, of Indarmatien.
o s5afl Anachmenn’a] (Aich 1. Alch 3, sic) 1= ocumest resied for e
" sigasture of pppravel o
shest Courtesy Cy o dacument
Tab 2 to staf |
summary shest ———|  'MCOMING DOCUMENT S}, OF 1 s s prsmptng pragraisn of dseumart.
Tabd 4 5,6

H}ﬂﬁlurri'naq shapt— BACKEAOIRD : Ay sepdismenal Sacuments,

Rezard Coapy. (Shaw Infernal Cooraination. |

nilormation Copi.
‘ Format for Indicating Tabs '
AF FORM 1768 Tab2
Sta
Summary
Shes Afch 1
[
Tab 1
=t G —
i Incoming
Attachment to Tese—nd

MBMHEBM Oulgeing
Corespondence  Cormespondence
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Chapter 9
AIR FORCE ADDRESS DIRECTORY

9.1 Purpose of the Sgtem. The addres diredory contains official addresse of Air Force activities.
These addisses include the complete mailing addsdor all maja Air Force organizationand the PLA
for mesages; and the Defese switched networkDSN) telephone numipg andfacsimile (FAX) numbes
for some unts. Using the correct address allofes direct delivery & communications and parcels to the
desired addrese and expedites the prosiag ard delivery of communications. Reference the address
directory for the comrect mailingaddress when preparingnvelopes.

9.2 Access to the Directory. The addess directay is located on the WorlaVide Web (WWW) at http:/
/afdir.hg.afmil. Theintent of the addessdirectoryis  provide Ar Force and othergyernment uses a
simple anl easy wayto obtain adress infamation on an occaional basis. Users who requie an of-line
electronic copy of tadirectory may downled a coy from thesite. Userswho do not have aessto the
WWW and require a copy should coctttheir local Defese AutomatedPrinting Sevice (DAPS). Direct
speific questionsabou the address dictory through appropriate chads to HQ AFCA/GCO, 203 W.
Losey St.Room 1020, Scott AFBL 622255222.

9.3 Preparing Communications for Dispatch. Place theorganization abbreviation, office symbol,
streetaddress, room or sué¢ numbe, geographa location,and 4P+4 code m the enelope as shon in
Chapter 6. The term healquarters (HQ) is part of the offici& title of units at group leel and above
according to AFI 38-101Air Force Organization. Use HQ as part of the maili ng address when corre-
sponding wih staff elements at MACOM and HQ USAF agankations. Do nd use theterm HQ when
comresponding with the dfce of the commanderyice commande, or chief of staff.

EXAMPLE:

Compete Mailing Address for 8th Air Forcd_ogidics BarksdaleAFB
HQAF/LG
245 DSWVE RM 100
BARKSDALE AFB LA 71110-2280

9.4. Functional Area Responsibili ties

9.41. Informaion Systems Dvision (HQAFCA/GCO). HQ ARCA/GCO develops, manages, and
provides gudance for tke address directory. It creates accats for MAJCOM, FOA, ad drect
reporting unit (DRU) address managers.may create acourts for base-level address regsentative,
when recesary. It also examines address data for consistey.

9.42. MAJCOM, FOA, and DRU Communicationsand Information(SC) Staffs. Headcarters SC
staffsappant address manags ard inform HQ AFCA/GCO of address manager appointmesat

9.43. MAJCOM, FOA, and DRU Address Managers (MAJCOM Rep). These managrs implement
andmonitor the system withn theircommand or agency. Tley are resposible for addresesof unts
asigned to therespective MAICOM. They veify that addesses ae cormrect and may add, changer
delete adresses. They also create accounts base-level addresspresentative
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9.4.4. Base-Level Address Representatives Base Rep). These representativesare responsible for
addresses of wunits on he respective base including tenant units. They may add, dhange, or delete
addreses. They enteaddress informatian corsistent wth data enly instructions.

9.5 System Data Maintenance:

9.5.1 Minimum AddressRecords. At a mnimum,the address dictory must contain dladdresses
for Air Force activities that receive official mail at a ssparate address and Air Force activities that
have aunique R.A. Do notincludesensitive adcesses.

9.5.2. Requesting Addess Update Organizations should contact tiespective Bae Rep ¢ request
address uplates. If there is ndBase Rp, then the orgarsation should conéct the rapective MAJ-
COM Rep.

9.5.3 Address Field:

9.5.3.1 Organizdion Field (Required). Caotainsthe name of the organization written in its
entirety. Forexample, use TH FIGHTER WING versus 35 FW; AIR FORCE PENTAGON
COMMUNICATIONS AGENCY verus ARPCA. Use Arabic numerals D designate units up to
ard including wings, and add th, d or st to the number. Spll out the rumber for umberedair
forces; for exanple, 19TH LOGISTICS GROUP, and NINTH AIR FORCE. The &rm “Head-
gquaters’ is a part ofthe dficial title d unitsat group level and ab@v Use “Headquarters”as part
of the organization ame with staff elementsat MAJCOM and HQ USAF manizatiors, do not
use “Headquaters’ as pat of the aganization name wih the office of thecommanderyice com-
mander, ochiefof staff.

9.5.3.2 Abbreviation Field (Required).Contains the abbreviate@me d the aganiztion. Use
standard abbreviatioramd dfice symbds. Use Arabic numeralor all numbered organizations.
Abbreviate “Healquarters’ as ‘HQ.” For exanple use 35 FW vesus 39H FIGHTER WING,;
AFPCA versus AIR FORCEPENTAGON COMMUNICATIONS AGENCY; 9 AF versus
NINTH AIR FORCE.

9.5.3.3 MAJCOM Field (Required). Contains theabbreviation of the MAJCOM to which the
organization repots. Do na duplicate the abbreviation ¢fie organizatio in thisfield unlessthe
organization is the headquaters of the MAJCOM, FOA, or DRU.

9.5.3.4 Site Field (Requred). Contains the mme of the Air Force =, military installation, or
city where tle organizatiorresides. Far example KIRTLAND AFB or NEW MEXICO.

9.5.3.5 Street Addresd Field (Requireil Contains the delivgraddress oftheorganiation. For
example: 311 ELDBADO AVE STE 35. We only approved abbreviations as shown in USPS
Publication 28,Postal Addressing Standeds. Avoid use of punctuatiorsuchas commas, etc.

9.5.3.6 Strest Address?2 Field (Optional). Use ths field when second delivery address Ine is
neededsuchasan addres requiring tle Air Force bae rame ard the city name.

9.5.3.7 AddressType Field (Required. Select theappropriate @signation ofContinentl United
States (CONUS) APO or FPO.

9.53.8 StateField (Requred). Contains the ableviation of the state @ geographic area where
the organization resdes. Usetandard tate dbreviaions (see USPS Publication 28). If the
Address Type is APO bFPO , then enter AE, AP, or AA. Adesignates Armed Haes in
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Europe, tle Middle East, and Africa. AP designates Armed Forces the Paific. AA designates
Armed Forces inCentral Americaand Sout America.

9.5.3.9 Postal Code Field (Required). Containsthe ZIP+# code for the orgnization. Always
provide 94ligit ZIP codes.

9.5.3.10. Web AddressField (Optional). Cortainsthe URLfor anorganizaiona web page.
Omit “http://” when you ente the URL; for exanple, ente “www.cio.hqg.af.ml/” ratherthan
“http://www.cio.hgaf.mil/.” The pefix “http://” will be appended automatically.

9.5.3.11 Message Fiad (Optiona). Containghe PLA for the oganization.

9.5.3.12 DSN VoiceField (Optiona). Contains tle DSN voice telephaanumber fo the organi-
zation. For example: 425-6114.

9.53.13 DSN FAX Field (Optional). Contains the DSfiéx telephone numbéor the organiza-
tion. For example 425-7566.

9.5.3.14 COMM Voice Fiell (Optional). Contains tle commercial voice telephone number
the organizationFor example 703-5886114. When tle commecial voice telephone number is
provided, the ar@acode should always le provided as panf the number.Seprate the eeacode
ard the telephone numbéy dashes.

9.5.3.15 COMM FAX Field (Optional). Contains the comercial fax telephore numter for the
organization. F@ example: 70388-7566. Whbn the conmercial fax telephone nuber is pro-
vided, always povide the gea codeaspart of the number. Separatthe area code drthe tele-
phore numberby dashes.

9.5.3.16 Managed By Field (Optiona). Contains the name tfe Air Farce base that will update
the record.Base repesentatives casearch on thisiéld to quickly find addesses thathey update.

9.6. Standard Organization Abbreviations. The list of standard organizaion albreviatonsis man-
tainedin thissystem. Use standard or@nization abbeviations b albreviate the organizaton reme on
correspordernce, messages, forms, etc. Request new sandard organization abbrevations orcharges to
standard maniztion abbreviationshrough appopriate channelotHQ AFCA/GCO.

9.7. Standard Office Symbols. The list of standard office symbols is maintained in this system. Use
approved gyanization abbrevations and officesymbols on orrespondence, mesages, forms, et. See
Chapter 10 for instructionsto request standaraffice symbols.

9.8 United States Patal Service Abbreviations. Use abbreviations as gecified by the United States
Postal Service.Refer b USPS Publication 28 fo lists of standad postd abbreviations.
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Chapter 10
STANDARD OFFICE SYMBOLS

10.1. Standard Office Symbols. Office symbols identify the aganization structure ad functional
responsibility of an office. Major fundions have twodtter symbols, e.glogistics - LG, personnel --
DP, surgeon--SG. Since baic functonsreport to majo functions, basic functions hatteree-letter(or
more) symbols,e.g. tramsportation -- LGT, assignments- DPA, dental -- SGD A basic function’s offce
symbolstarts with the same ktters as tle parent functiors office symbol, and adds ommore letter.

10.1.1 An office symbol used within oploneMAJCOM or FOA is a commandmniqueoffice sym-
bol.

10.1.2 An office symbd used by more hanone MAJCOM is astandard office symbol. Sandard
office symbds simplify addressing, effectively express organization function, and allow writers to
communicate @oss the Air Force. The list of standard office symbols is maintaghi@ the Air Foce
Address Directoy (seeChapter 9).

10.2 Office Symbol Use. Use approved organization abbreviationsand dfice symbols on correspon-
dence, mssages, forms, etc. When addrssingan office, add tle numerical @signation ad organization
abbreviation before #office symbd, andsepara¢ the two with a virgule,e.g., 35 LG/LGT or HQ ACC/
SC. Enphaske the use of CC for orgarzationd commaners. (NOTE: While command elationship
mustbe stiessed at &se kvel, communications ketween MAJGOM and HQ URF functiond ertities,
patticularly messages, needd use functional officeymbols, e.g, LG, SC,CE, et. Never ug both sym-
bols on thesame communicatiorg.g, thesupply squadron commander casewither CC when acting as
a unt commander or LGS to rement the functiona role as chiebf supply.)

10.3. Asggning Office Symbds:

10.3. (AFMC) Use standard funatnal office symbols fo every function, even ibeing operated by con-
tract personel; e.qg.,if the trarsportationfunction withn alogisticsgroup is outsourced, the &fice sym-
bol "LGT" must mntinue to be wsed for that furction. Symbols for functional Qudity Assurance
Evaluatorg(QAE) will be the functional symtil and thdetter "Q" addel at theend; e.g the QAE'ssym-
bd for the"LGT" function would be "LGTQ."

103.1. The oficial list of standrd dffice synbols is maintaied in theAir Force addrss directory
(seeChapter 9). Stardard office symiols ate basedon AFI 38-101, Air Force Organization, and
depatmentd diredives issua by HQ USAF that outline organzationd ard functiond structure.
MAJCOMand FOA ommurications and infomation saffs will provide lists of command-unique
office symbds. When pasible office symbols share the same letteand titles at HQ USARMA J
COM, and bae level.

10.32. Each majorfunction within the Ai Force is asgned a tweletter ofice symbol; wiig staff,
group, aml squadronsvithin the operations group @support goup will have two-letter dfce sym-
bols. Basic fundions are assigned tlreedetta (or more) office symbols. Same majar functions
include basic functions thate similar in title ad function b anothe maja function, e.g the major
function of personnel,DP, may fave a lasic function of plas. Since all ofice symbols within a func-
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tion must start with thesame two letters, the perswel plans functiorshould use te office symbol
DPX rather tha XP so that the bsic function is notonfused with a major function.

104. Functional Area Responsibili ties:

10.41. HQ AFCA/GCO estabthes ad manags the official list of standad office symbols. It pro-
vides guidancéor the system.

10.4.2 MAJCOM and FOA communications and information staffs esablish and manage lists of
command-unique office symbols. They povide procedures for coordination and establi shing new
command-unige office symbols. They provide currensis of comnand-unique officesymbols to
HQ AFCA/GCO. They mg propose new standardifice symbols.

10.43. Local commurcations andnformatian staffs assign dfice symboldo serviced organizations.

10.44. Organizationsnust providelists of ofice symbols and office names to théacal BITC and
mesage center to ensure mail delye When changing éite symbols, include old dfce name and
symbol, new &fice nane and symbol,and buildirg number.

10.4.4. (AFMC) The local cormunications ard information office will notify thelocal Base Infor-
mation Trasfer Cente and masage center ¢ all approved organizational chasg Announcements
regarding reorganizationshould include the oldfice symbol and tile as well as the new afle sym-
bol ard title.

10.5 Requesting Office Symbols:

10.5.1 Sincetitlescan be misleading, organizations nmust request office ymbols from their local
communications and infmation staffs.Requests must include functional statements, organizational
charts, and whenever possible, proposed office symbals. Organizations must wse current standard
office symbols or commandnique dfice symbds when they reorganize. Gmappoved, organiza-
tions will include the old ofte symbol with the newfice symbd when announcing reorganizations.

10.5.2 Local communietionsand information staffs mgt coordinate with M\JCOM communica-
tions and iformation stdfs befae assigning new dice symbols.MAJCOM and FOA communica-
tions andinformaton stafs will egablish proceduesfor coordination and estalihing new
command-unique office symbols. Do not create command-unique office symbols which duplicate
standard fiice symbols.

10.5.2. (AFMC) AFMC standard command-uniquetwo-positon office symbols are lwated on the
internetat http://www.dmc-mil.wpafb.d. mil/HQ-AFMC/SC/scdkcdp/admncomnaffsym. htm.
Requets for additionsexceptions o changes tahese command-unigestandards must begeessed
through your local sewicing manpower and administrative communications offices ad then for-
warded ® HQ AFMC/XPMO ard HQ AFMC/SCDP for finabpproval. At HQ AFMC, serd requests
for any rew office symbols, @ changes t@xisting dfice symbols, though HQ AFMC/XPMO to HQ
AFMC/SCDPfor approval.

10.5.3. MAJCOM and FOA communications and information stffs will inform HQ AFCA/GCO
when establishing new command-unique office symbols, and provide current lists of com-
mandunique ofice symbas.

10.5.3. (AFMC) AFMC field admiristrative communications éices mustnotify HQ AFMC/SCDP
when acommand-unique officesymbd is no longer used. AFM@eld administrative communica-
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tions offi ces mustmaintain a @mplete listing of dl their offi ce symbols including dl subordinate
units, detachments ahopeating locations. Forward a cop of the list, or tie website locatia of an
electronic ist to HQ AFMC/SCDP 15 January eachay. HQ AFAMC/SCDP maintains a list of HQ
AFMC and all two-position office synbols used whin AFMC. This list is accessble through the
internet atURL: http://wwwafmc-mil.wpafb.d mil/HQ-AEM C/orgchart.html.

10.54. MAJCOM ad FOA communicatons ard informaion staffs, HQ USAF/XPMO, and HQ
USAF major functionsnay propae newstandad office symbols. Serd requestsda HQ AFCA/GCO.
HQ AFCA/GCO will coordinae with HQ USAF/XPMO and HQ USAF maja funcionsto establish
newstandard offce symbds.

10.5.4. (AFMC) Requsatsfor additionsexceptions o changes to any standard iAtorce dfice sym-
bol, located on the Wial Wide Web at http:/fdir.hgaf.mil/afdr/fascfm, must be processed through
your locl servicing manpowerand adminstrative commurdations offices. Forward approved

requests to HQ AFM/XPMO and HQ AAMC/SCDPfor review. Tley will then beforwarded to HQ
AFCA/GCO and K USAF/XPMOfor final appgoval.

10.5.5 Do not use diice symbols untilapproved through the appropriate channels.

10.5.5. (AFMC) Requested dfice symbols will not be uad unil approved through the apprapte
manpower ad administrative communications chaafs

10.6 FormsPrescribed. AF Form 74, Communication Status Naice/Request AF Form
388, Communication Control Record;, AF Form 1768, Staff Summary Shed; Optiona Form 27,
United States Goverrment Two-Way Memo; and Optional Form 36:Memorandum of Call.

10.6. (AFMC) Forms and Visual Aids (VA) Prescribed:
AFMC Forms 42, 90, 91, 92 and AFMCVAs 33-2 and-33

WILLIAM J. DONAHUE, Lt Gen, USAF
Director, Communications am Information
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Attachment 1
GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION

References

Title 18, United States CodCrime and Criminal Procedu, Section 506

Public Law 104-13Paperwork Reduction Act of 1<, May 22, 1995

NATO STANAG 2066 (Edition 5)Layout for Military Correspondence

Joint Publication 1-0zDepartment of Defense Dictionary of Military and Associated Terms
DoD 4525.8-M/AFSUP 1DoD Official Mail Manual

DoD 5200.1-RDepartment of Defense Information Security Prog, January 1997
DoDI 5330.2 Specifications for DoD Letterhee, February 13, 1984

DoD 5400.7-R/AFSUFDoD Freedom of Information Act Program

AFDD 1-2,Air Force Glossary

AFPD 37-1,Air Force Information Manageme (will convert to AFPD 33-3)

AFI| 31-401,Information Security Program Management

AFI 33-119,Electronic Mai (E-Mail) Management and Use

AFI| 33-328,Administrative Orders

AFH 33-337,The Tongue and Quill

AFI 33-360, Volume 1Publications Management Program

AFI 37-121,Authentication of Air Force Recor (will convert to AFI 33-321)
AFMAN 37-123,Management of Recor(will convert to AFMAN 33-322V2)

AFI 37-124 The Information Collections and Reports Management Program; Controlling Internal, Pub-
lic and Interagency Air Force Information Collectic(will convert to AFI 33-324)

AFI| 37-132,Air Force Privacy Act Prograr(will convert to AFI 33-332)
AFMAN 37-139,Records Disposition Sched (will convert to AFMAN 33-322V4)

AFI 37-160, Volume 8The Air Force Publications and Forms Management Program - Developing and
Processing Forn (will convert to AFI 33-360, Volume 2)

AFI| 38-101,Air Force Organization

AFI 51-604,Appointments To and Assumption of Command

AFI 84-105,0rganizational Lineage, Honors, and Heraldry

AFP 102-2, Volume ZUS Message Text Format Self-Paced Training Parr phlet

HQ USAF HOI 33-3Correspondence Preparation, Control, and Suspense Tracking
USPS Publication 2{Postal Addressing Standards
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Abbreviations and Acronyms

AF—Air Force

AFCA—AIr Force Communications Agency
AFCIC— Air Force Communications and Information Center
AFD—Automated file designator

AFDD—AIr Force doctrine document
AFDIR— Air Force directory

AFH—AIr Force handbook

AFHRA— Air Force Historical Research Agency
AFl— Air Force instruction

AFMAN— Air Force manual

AFP—AIr Force pamphlet (old designation)
AFPD—AIr Force policy directive
AFSUP—AIr Force supplement

AIG— Address indicator group

ANG—AIr National Guard

APO—Army Post Office; Air Force Post Office
AUTODIN— Automatic digital network
BITC— Base information transfer center
BITS—Base information transfer system
cc—Courtesy copy

CC—Commander

CIC—Content indicator code
COE—Common operating environment
CONUS—Continental United States
CRC—Cyclic redundancy check
DAPS—Defense Automated Printing Service
DAS—Defense Administrative Service
DCS—Defense Courier Service

DIl— Defense information infrastructure
DISA—Defense Information Systems Agency
DMS—Defense message system
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DoD—Department of Defense
DRU—Direct reporting unit

DSN—Defense switched network
DTG—Date time group

E-mail—Electronic mail

FAX—Facsimile

FCS—Facility checking squadrons
FIFO—FAA flight inspection field offices
FOA—Field operating agency
FOUO—For Official Use Only

FPO—Fleet Post Office

HOI— Headquarters operating instruction
HQ—Headquarters

HQ USAF—Headquarters United States Air Force
IPO—International Pact Organizations
JIEO—Joint Interoperability and Engineering Organization
LIMDIS— Limited distribution

LMF— Language media format
MAJCOM— Major commands
MR—Memorandum for record
NATO—North Atlantic Treaty Organization
NOTAL— Not sent to all addressees
OCR—Optical character recognition
OMI— Originators message identification
OPR—Office of primary responsibility
OSD—Office of the Secretary of Defense
PLA—PIlain language address
PMS—Pantone Matching System
PO—Post office

RCS—Report control symbol
SAF—Secretary of the Air Force
SARAH—Standard automated remote to AUTODIN host

61
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SSS—Staff summary sheet
STANAG—Standardization agreement
TCC—Telecommunications center
TDY—Temporary duty
TRC—Transmission release code
URL—Uniform resource locator
US—United States

USAF—United States Air Force
USMTF—United States message text format
USPS—United States Postal Service
UTC—Universal Time Coordinated
WWW—World Wide Web

XMT— Exempt

Terms

Administrative Communication—Any official item sent between organizations or individuals relating
exclusively to the business of the US Government. Electronic mail (E-mail) supplements, but does not
replace, existing administrative communication systems such as the United States Postal Service (USPS),
the Base Information Transfer System (BITS), Defense Switched Network (DSN), or the Automatic
Digital Network (AUTODIN) messaging system.

Correspondence—A letter, memorandum, memorandum for record, report, meeting minutes, or staff
study. It does not include standard publications, periodicals (covered in AFl 33-360, Volume 1,
Publications Management Progri), administrative orders (covered in AFI 33-3:Administrative
Orders), decoration award elements, formats for special reports, or operation plans.

Message—Information prepared in a format for transmission by a telecommunications system such as
AUTODIN or the Defense Message System (DMS).

Addresses—-
AFHRA/RS
600 Chennault Circle
Maxwell AFB AL 38112-6424

HQ AFCA/GCO
203 W. Losey Street Room 1020
Scott AFB IL 62225-5222
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HQ AFCA/XPXP
203 West Losey Street Room 1060
Scott AFB IL 62225-5222

HQ AFCIC/SYNT
1250 Air Force Pentagon
Washington DC 20330-1250

HQ AFCIC/ITS
1250 Air Force Pentagon
Washington DC 20330-1250

Naval Publications and Forms Center
5801 Tabor Avenue
Philadelphia PA 19120-5002
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Attachment 2
DEPARTMENT OF THE AIR FORCE SEAL

NOTE: Refer questions about this attachment to Air Force Historical Research Agency (AFHRA/RS),
600 Chennault Circle, Maxwell AFB AL 38112-6424.

A2.1. Functional Area Responsibilities:

A2.1.1. Office of the Secretary of the Air Force. The Administrative Assistant to the Secretary of the
Air Force (SAF/AA) is the custodian of the Air Force sFigure A2.1) and is solely responsible for
approving the use of its impression on official departmental documents and records.

A2.1.2. AFHRA approves use of facsimiles of the seal. This includes use on insignia, flags, medals,
and similar items. AFHRA also approves requests from industry or Air Force groups for use of other
parts of the seal.

A2.1.3. Communications and Information. The Director of Communications and Information (HQ
USAF/SC) approves the manner in which the seal is used on printed material.

A2.2. Description and SignificanceThe official Air Force colors of ultramarine blue (Pantone Match-
ing System [PMS] Reflex Blue) and Air Force yellow (PMS 116) are used prominently on the Air Force
seal (see AFI 84-10/Organizational Lineage, Honors, and Heral). The seal is described as follows:

A2.2.1. A circular disc of ultramarine blue edged with a narrow Air Force yellow border.
A2.2.1.1. Centered on the disc, the Air Force coat of arms, consisting of the crest and shield.

A2.2.1.2. The crest is made up of the eagle, wreath, and cloud form. The American bald eagle
symbolizes the United States and its air power and is depicted in its natural colors. The wreath
under the eagle is made up of six alternate folds of metal and light blue. This repeats the metal and
color used in the shield. The white clouds behind the eagle denote the start of a new sky.

A2.2.1.3. The shield, directly below the eagle and wreath, is divided horizontally into two parts
by a nebular line representing clouds. The top part bears an Air Force yellow thunderbolt with
flames in natural color which shows striking power through the use of aerospace. The thunderbolt
consists of an Air Force yellow vertical twist with three natural color flames on each end crossing
a pair of horizontal wings with eight lightning bolts. The background of the top part is light blue
representing the sky. The lower part is white representing metal silver.

A2.2.2. The 13 white encircling stars represent the original 13 colonies.

A2.2.3. The Air Force yellow numerals under the shield are 1947. This is the year the Department of
the Air Force was established.

A2.2.4. The band encircling the whole design is white edged in Air Force yellow with black lettering.
The inscriptions read "Department of the Air Force" on the top part and "United States of America" on
the lower part.

A2.3. Use of the SeaThe seal is permitted only as outlined in this attachment. Falsely making, forging,
counterfeiting, mutilating, or altering the seal, or knowingly using or possessing with fraudulent intent is
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punishable by law (Title 18 U.S.C. 5(Crimes and Criminal Procedu). Display of the seal is allowed
in certain instances. Commanders make sure the display is in good taste and appropriate to the occasic

A2.3.1. Authorized Users. Commanders of major commands (MAJCOM), field operating agencies
(FOA), direct reporting units (DRU), Air Force missions, military assistance advisory groups, air
attaches, professors of aerospace studies, and Air Force general officers may use the Air Force seal
the performance of their official duties. Museums may use the seal when specifically authorized by
AFHRA.

A2.3.2. Authorized Uses. You may use the seal or any part of it--in black and white, color mono-
chrome reproduction, pictorial, or sculptured relief--as follows:

A2.3.2.1. On printing issued at departmental level for general Air Force use.

A2.3.2.2. In official Air Force films, videotapes, or television programs.

A2.3.2.3. On programs, certificates, diplomas, invitations, and greetings of an official nature.
A2.3.2.4. On memorials or monuments erected or approved by the Department of the Air Force.
A2.3.2.5. With any official Air Force exhibit.

A2.3.2.6. On wall plagues at Air Force facilities with the approval of the appropriate commander
or agency chief.

A2.3.3. Unauthorized Uses. The seal will not be used in any way which implies Air Force use or
endorsement of an item. For example:

A2.3.3.1. Air Force property and equipment for identification.
A2.3.3.2. Souvenir or novelty items.

A2.3.3.3. Printed matter copied or collected by an Air Force activity, except as shown in para-
graphA2.3.2.

A2.3.3.4. Toys or commercial gifts and premiums.

A2.3.3.5. Stationery as a letterhead design.

A2.3.3.6. Menus, matchbook covers, sugar envelopes, calendars, and similar items.
A2.3.3.7. Military or civilian clothing.

A2.3.3.8. Membership cards of military or quasi-military clubs, and societies.
A2.3.3.9. Athletic clothing and equipment.

A2.3.3.10. Any article which may discredit the seal or reflect unfavorably on the Department of
the Air Force.

A2.3.3.11. Commercial or private printed matter.

A2.4. Use of the Coat of ArmsThe coat of armsFigure A2.2. andFigure A2.3) is authorized for
ornamental use when approved by AFHRA. The coat of arms may be in black and white, color mono-
chrome reproduction, pictorial, or sculptured relief form.

A2.4.1. The coat of arms with or without encircling stars may be authorized for:
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A2.4.1.1. Official use on Air Force flags, pennants, emblems, medals, badges, buttons, and simi-
lar devices.

A2.4.1.2. Nonofficial use on articles of jewelry such as watches, rings, tie clasps, cuff links,
bracelets, cigarette lighters, and similar articles when appropriate and in good taste. Approval is
given with the understanding that such usage in no way reflects Air Force endorsement of the
product involved.

A2.4.2. The coat of arms without encircling stars may be used by active duty, reserve, and retired Air
Force military personnel without AFHRA approval as ornamentation on:

A2.4.2.1. Personal stationery or framed for display in the home as a painting or a wall plague.

A2.4.2.2. Civilian jackets or blazers of conservative color. Authorized personnel are expected to
protect the dignity of the Air Force Coat of Arms by ensuring that its display is in good taste and
appropriate to the occasion.

A2.5. Use of the CrestThe crestFigure A2.4. andFigure A2.5) with or without encircling stars, may

be used by commanders on approved organizational emblems for ornamentation purposes. This authori-
zation is restricted to heraldic-type emblems of organizations group level or higher. The colors in the
wreath beneath the eagle will be as shown in paraA2.2.1.2 Use of the crest should not be taken as
authority for changing and or modifying Air Force flags.

A2.6. Supply and Issue:

A2.6.1. Official drawings of the seal or any part for reproduction, as authorized for use in paragraphs
A2.3.andA2.4,, may be requested from AFHRA/RS. The request must include a complete justifica-
tion.

A2.6.2. Wall plaque, Air Force seal (National Stock Number 9905-00-766-0426), may be requisi-
tioned. The cost of these items is borne by the using activity.
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Figure A2.1. Department of the Air Force Seal.
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Figure A2.3. Coat of ArmsWithout Encircling Sars.

Figure A2.4. Crest With Encircling Sars.




69

y 2000

AFMAN 33-326_AFMCS1 12 Ma

Figure A2.5. Crest Without Encircling Sars.
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Attachment 3
ADDRESSINDICATOR GROUPS (AIG) AND CATEGORICAL AD DRESSES

NOTE: The OPRfor this attachments Air Force Commuitatiors and Irformation CenterTransmis-
sion Systems Branh (HQ AFCIC/SYNT).

A3.1. AIG M anagement. An AIG is a grow of addressesto whom messages are sent at least twice a
month. Represented by a number, the AIG mug not contain less han sixteen action and information
addreses. Use AIGs b reduce tle numberof addesss in the message heading.

A3.1.1. The Air Force control auhority for AIGs isHQ AFCIC/SYNT, 150 Air Force Patagon,
Washington DC 2033a.250.

A3.1.2. The AIG manageris the agency responsible for the assignment and control of AIGs. HQ
AFCIC/SYNT makes Bock assgnments d Air Force AIGsto the AIG managers of Headquarters
United StatesAir Force (HQ USAF), mgjor commands (MAJCGOM), and field operding agencies
(FOA). MAJCOM and FOA representtives,as @mmard ageng or agency AlIG maagers, are
regpongble forassgnment ard control of AIG blocks within their command. They may alocate
AlGs to heir intermediate command representatives who will ad as sibbcommand AIG managers.
Within theirarea & resposibility and for those AIGs thg control, AIG managrs will:

A3.1.2.1 Reeive, check, ad approve or diapprove requees for AlG asignments.
A3.1.2.2 Isswe AIG numbergo requeting authorties.

A3.1.2.3. Keep a arrent list of AIG assignments. The list will contain each AIG number, its
originating authority, complete mailing address a point of contact, telephone mmber (Defense
switched retwork [DSN] or commercial),brief description of what theAlG is used for,address
composition, clssification, and those autheed to use the AIG as desaed by the appligble
authaity.

A3.1.3. Theoriginating authaity (holder) for an AIG is the activity to which the AIG manager
asignsthe AIG and the responsibility for itsuse and administration. AIG managers will:

A3.1.3.1 Assign only AlIGs thaare neeéd ard kegp addesscompositian current.
A3.1.3.2 Allow only authaized mesage oiginators use othe AIGs.

A3.1.3.3 Ensure addresees o all mesagesare originated by the authorized use(Po nd send
copiesto the Air Force control authority.)

A3.1.3.3.1 Sequentially number mditations fdlowing the recapituation that consists only
of addressdditions,deletions, and change

A3.1.3.32. Cancellation ban AIG comists of idenifying AlGs that are no lager needed and
pulishing a notice that termnaes tleir use. The canceling authority keeps canceled AIGs
and includesthe staemern, "AIG XXXX isretainal for future assgnmert by MAJCOM/
FOA" in thecancellatian notice.

A3.1.3.3.3 Recaptulations of an AIG mnsist of publishing an accurately revised total
address composition. Do this at least once a year when numerous modifications are made. All
recapitulationsshould incluee arestatement othe infamation provided by tle promulgation.
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A3.1.33.4. Send establishmmés, modifications, cacellations, or recgpitulations of AIGs to
NAV CSRF HONDLULU HI//N31DB// (Naval Common Soure Routing File), fo informa-
tion.

A3.1.3.3.5 Maintain record of promulgations, modifi cations, recapitulations, and cancella-
tions in accordance with local regulations. Pdewvtopies othese to the servicing telecom-
munication center (TCC) on a tmely bais. When addreses are added the compaition by
modfication, provide new members a copytbke promulgatia or last recapitulation and any
modfications thatwvere issued.

A3.1.4. Subadinate commands, acties, or components wilrequest AIGs by electronic mail
(E-mail) or sendirg a memorandunotthe loal AlG mareger. Requet should include:

A3.1.4.1 ldentification of the command,divity, organizationand originatingauthority.
A3.1.4.2 Degription, classification, pupaose, aml classification d the purposeof the AIG.
A3.1.4.3 Estimated frequency ofuse.

A3.1.44. Propaeed list of adiressees, ircluding action and information adéssees' office sym-
bols, authorizedsers, au theclassification of the addres composition.

A3.1.5. Use activities listed in the idictory sevices databaséor the address compositioh AlGs.
In addition:

A3.1.5.1 AlGswith lessthan sixteen address ae not authorzed.

A3.1.5.2 Do na use dfice symbolsin the addrss composition unless c¢léying instructions are
included in themessagéext by the aiginator.

A3.1.53. Colledive address deignators, sich as ALMAJQOM, are rot auhorized within an
AlIG. They ma be incluckd as & additional addrsses of the mesage.

A3.1.5.4. Do not include aldresseesof othe nations, suchas International Pact Organizations
(IPO), non-Department of @fense (D), or DoD addresseesserved by non-DoD TCCs. You
mayinclude Alied orNorth Atlantic Treaty Organization (NATO) message addreses aly as
add-o addresees. The TCC serving the originata is responsiblefor ndifying the mesage oig-
inator that a particulardalressee is srved by a non-United Steeg Government TC. The TCC
and originator must ersure thatmessage adessesthat requre appication of a ransmission
release code (RC) are not includgin the compeaition of an AIG. Incluce TRC addreses & an
add-on addresee.

A3.1.6 Only the originating authority and those activities designated by the originating authority
may wse an AlG. Thefollowing applies:

A3.1.6.1 Whenan AIG is autharized, nessage originatos must put their addess aul office sym-
bol in the "from"element of themessage.

A3.1.6.2 When addresng an AlG, offce symbolsare shown externally. Wen office symbols
are addd externally, they q@dace any contaired within theAlG. If external officesymbols are
usal in conjunction with an AIG, the internal dfce symbd is not deliverel to the addressee.

A3.1.6.3. If action addresees are changed to infaton addressees, or vice ersa, the nessage
originata states thisn themessagetext.
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A3.1.6.4. When two or nore AIGs are sed and anaddressee islisted in more than one AIG,
TCCs must prevent duplicate delivery. If the aldressee of a AIG does rot correspond to the
desired adasses,add o exempt adeesees,asnecesary.

A3.1.6.5. Add-on aldresseesmay not know theaddress compstion of the addresed AIGs. If
theoriginata thinks this infemation is impeotant b the add-on adésseestheoriginata will pro-
vide them the addrsslist on request.

A3.1.6.6 The TCC is notesponsible for ppviding an addresee the compositiorf an A1G; such
requestsshoutl be refered to the AIG mareger.

A3.1.7. Addressees must tell theservicing TCC when they areéncluded in an AIG and if they are
authaized to use it. They must faish the TCC a copy of any establishents, recapitulationsmnodi-
fications, or canellations of the AlG.

A3.1.7.1 Do not readdress AIG messages, exeptin operational emergencies, unless the red-
dressing action is to addssees nvincluded in the gginal transmission. Ifthe operational
urgency of thesubject does ri@llow timefor anAlG addressomposition review,then readdress
the masage withadd-on addresees.

A3.1.7.2 If addressees termine that they nolonger need to be iluded in an AIG or if their
titles a addresses changehey will inform the eiginating authotly by memorandurnor mesage.

A3.2. Categorical Addresses:

A3.2.1. Theseaddresses & used by an activit when corresponding with its subordinate units. They
are either foa singe type d unit (e.g., "All USAFE Wings' or "All ACC Consolida¢d Base Person-
nel Offices™)or a combination of units (eg., "All ACC Numbered Air Forces and the 1st Fighter
Wing"). When estab#hed,includecategorical ad@ssesin supplementsotthis manud for easyref-
erence.

A3.2.2. The followingcategaical addrases ae establshed for e only by HQ USAF. Use one of
thes addreses with an office symbol, preceded byshash, orafunctional elementin parenthees:

ALMAJCOM - Issert to al MAJCOMs only. for example, ALIMAJCOM.

ALMAJCOM-FOA - Is sent to all MAJICOMs, FOAs, and DRUs: for example, AMAJ-
COM-FOA/LG.

NOTES:

To add sadctedFOASs o the distributiaon of an ALMAJCOM memaandum ist those FOAs ater ALMA-
JOOM in the"TO" element ofamemaandum: for example, ALMAJCOM AFISC AFAA (Manpower).

ALZICOM - Is sento CONUS MAICOMs only: for example ALZICOM/IG.
ALZICOM-FOA - Issert to al CONUS MAJCOMs, FOAs,and DRUs, e.g., ALZICOM-FOA/SP.

To ald sekcted FOAs to the distribution ofan ALZICOM menorandum, list those FQAs after ALZI-
COMinthe "TO" element bamemorandum e.g, ALZICOM AFIS AFTEC AFAFC (Operatiors).
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Attachment 4
UNITED STATES MESSAGE TEXT FORMAT (USM TF) PREPARAT ION

NOTE: The CPR for this attachments the Aerospace Commard and ContrbandIntelligence, Suveil-
lance ad Reconnaisance @nter (AC2ISRC/C2FM).

A4.1. Introduction. Thisattachment provdesthebasic rules foa USMTF mesages. It is nd intended to
give specific proceduresifdrafting and distbution of al USMTFs. All mesages (USMTF and General
Service) have a leading, ext, ard ending. The reading andending formatsfor preparing USMTF mes-
sages are the same @sutomatic Digital Netvork (AUTODIN) messages (seChapter 7). The text or
body of the mesage is the only ption covered by USMF rules. Ar Force PamphtAFP) 102-2, Vol-
ume 3,USMessageText FormatsSelf-Paced Training Pamphle, providesspeciic guidarce an preparing
thetext of a USMIF messag. Use of software prepation aids, such abke Defense information infra-
structue (DIl) Common operating environment (CDHE essage Processor isrecommended flocomplex
USMTFs. The DI COE MessageProcessoris ajointly developed standard softwagvackage wih vari-
ous output apabiities to produce aarror-free USMTF. This icludes thecapability to create a @ssage
on a Stanard AutomatedRemote tcAUTODIN Host (SARAH) disk. The UMTF program objetive
enhances joinandcombat effectiveness througiandardization ofmessage formats, datelemens, and
information exhange proceduresJSMTFsresult in the arvices using thesamemessages witthe same
information content. USITFs thusprovide commadersa common mesage format anccommon lan-
guage-both indspengble to sucessfu joint opeations.

A4.2. USMTF Text Components:

A4.2.1 Set. The ®tisthe basic building llock of all USMTF messges. A set is like aantence It
contains infomation about onsubject. The SET name tells the rea@adthe computg what infa-
mation isin theset.

A4.2.2 Field. Thefield is thebasic buildng block ¢ a ®t. A setis made up ofwords. If the field
has adescripta, it describeghe iformatian in thefield.

A4.2.3. Linear Set. Fields arrangedarine across thpage form a linearset.

A4.2.4. Columna Set. Fields arangedin cdumns(like columns ofnumbers in a table) form a
columna set.

A4.2.5. Free-Text Set. Free-texget allows use of "plairahguage” in a formatted resage. Write
free-text set entries in lines, columasntencs, or paagraph. Use whatev form is best to get your
ideaacross. Usefree-tex sets 0 give additonal details o informatian that does nifit into linearor
columna sets.

A4.2.6. Authorized Entry/Authdzed Enty Code. Only ge authoried entry codes in somfeelds.
See ARP 102-2, Volune 3, for guidarce. These entrieare ofterabbreviations.

A4.27. Heading. Someets are grouped under leadings. These hadings divide he message nto
several pats. Each patris aseparate tdp within the measage.

A4.3. Allowable Characters. Ninety-eight charactersre availabé for use in USMITF messages. They
are, by tye, 26 alphabetic characte A through Z], 10 numeric characterO through 9], 6 specal char-



74 AFMA N 33-326_AFMCS1 12 Mg 2000

actes[.,- () 7], the colon:], thefield marler [/ ], the spae [or blank ] character, 26 lowercase letts
[ a through z ], 3 nanprinting ASCII control cades [horzontal tab, carriage reurn, linefeed], and 26
extended special charactel! @ # $ % & * =_+[]{}\" ~; <>~ "] ] Messagedrafters
should refera AFP 102-2, Volunme 3, since some of ttse characters have restricted uses.

A4.4. Special Symbols:

A44.1. Fidd Marker. A single virgule (/) indicates he gart of afield. It takes yp one dharacter
spae, and ges keforethe field entryand on the same lire with the first field enty.

A4.4.2. Endof-Set Marka. A double vigule (/) indicateshe end baset. Ittakes up two character
spaes, an both virgues must be on the same line. Ifa set ends on the ki or nex to lastspae in a
line, put the// at the beginningf the nextine. Do nd use the// for anything othethan an end-e$et
marker.

A4.4.3. No Data Sign.The ro datasign is a hypheit). Useit when &field enty is requred but the
informatian is unknownor nat available. For example:

A4.4.3.1 A field designaed asa mandatoryield must contain & enty, even if the enty is only
ano data sign.

A4.4.3.2 A nodatasign must be entered in a condinal or ogional field if anotherfield further
along nthesameset has an entry.

A4.5. Segnent-Set-Field Usage Categoris. All segmens, ses, and felds have usage @tegories of
mandatoy, conditional, ooptional. Thesecategaies speify if thesegment, &, or field must contain an
enty. AFP102-2, Volume 3, lists the category for each segmerset, am field in the message.

A4.6. Message Peparation. Follow the instructions itAttachment 2 to fill out the heading and end-
ing (addresess, clasification, etc.). Beginthe frstline d the UBMTF tex on the nekline below tle last
element used fahe headingfrom Attachmernt 2. Type the fist letter or special dracter for each line
of textflush with theleft margin, with a maximm of 69 characters on any line Each USMTF message
begins wih a combinatia of thefollowing initial sets Usethem n the ader listed.

A4.6.1 EXER or OFER (EXERcise or OERation). For daily routine mesgetraffic, neithe set is
used.

A4.6.2 MSGID (MeSsaGe Id A mandatay set It tells thereader which format to expect for the
mesage and coneys information about the sulegt of the mesage.

A4.6.3. REF (REFerence)ldentfiesto the reader any previous communications or corresponcen
that affect thenessage. If no material is bemreferenced, this set is not used.

A4.6.4 AMPN (AMPIificatioN). Usedto amplfy the peviousREF set. If no amplification of the
previousREF set is requiredhis se is nd used.

A4.6.5 NARR (NARReative). Used to prome informatian abou previously sed RE- and AMPN
ses. If noadditiond information abotithe previousets is neessary, thisset is not sed.

A4.7. Rulesand Complex Sructure. Numerous wules and complex structure of USMTFs rejuire the
message dafter to use AP 102-2, Volume 3 or he DIl COE Message Pocesor. Formatting errors
defed the pupose d the USMTF program.
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A4.8. GeneralMessages.The following USMI'Fs are geera adminstrative mesages.

A4.8.1. AKNLDG (AcKNowLeDGe). Usdl to acknowledge receipt of a messge and to indicae
plamed oraccomplishedaction. Transmittal of the mesage implies un@rstanding of the received
mesage.

A4.8.2 GENADMIN (GENeral ADMINistrative). Used to pass @ministratve information. It is
intended o allow repoting information notyet accommodate by other USMTF messages and is not
intended for usein place of the existing USMTF message.

A4.8.3. MSGCORRN (MessageCorrectionCancllation). Used by the origiator to carcel a nmes-
sageor add,delete, or replace information containedn a previously transmitted message.

A4.8.4 RI (Requesfor Information). Used b request iformatian from otherunits.

A4.85. RRI (Respong to Requestfor Information). Used b reply to requets for information.
A4.8.6. VISITREQ (VISIT REQuest). Used b requestauthorization to vist another command or
organization fa aspecified purpos.

A4.9. DIl CO E Message Procesor Software . The softvare is &ailable onthe Defense Inbrmation
SystemsAgency(DISA), Joint Inteoperability and Engineering Organization (JEO) web pageat http://
www-usmt.itsi.disamil.
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ARRANGEMENT OF CORRESPONDENCE IN FOLDER
(When the SSS is not required)
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Attachment 6 (Added-AFMC)
AF Form 1768 SSS, Package Assembly Instructions

STAFF SUMMARY SHEET

[ ACTION | SIGNATURE /Sumame!, GRADE AND DATE 10 ACTION | SIGNATURE Sumemes, GRADE AND OATE

 TAFMT . s |AFMC/ o -

op cc §
2 AFMC/ Coord 7

JA

AFMC/ | o
3 Asview e

SC

AFMT/
. Coord ]

ch

AFMC/
H Coord 10

cv
SUSNAME OF ACTION OFFICER AND GRAOE sYME0L ~ONE TYmgrTs | SUSPENSE OATE

menIALS
S eV iat Jan)s]

Rhoads, Ms., GS-13 ALMUSLDY 177622 Bip | CVEA #-4444
SUBECT OATE
Assembly Instructions for Staff Summary Sheet (SSS) Package
SUMMARY
1. When addressing your sss ensure the !"'2 addresses hefore the command section is the onginating

eI VWiVl Ui VUi Sovuilie e wis WiigertSseity

ng 2-Lu/CTR/DRU/FOA to review the package to verify
y nonconcurrence resolved before forwarding to the

2-Ltr/CTR/DRU/FOA. This allows the originatin
all required coordination has been obtamed and an
command section.

2. Tab all the listed attachments to the SSS. Place these tabs on the bottom of plain bond paper starting
from the right side working left as follows:

a. TAB 1-Original communication for signature which is placed on the right side of the folder (NOT
ACTUALLY TABBED) Do not staple. If there is more than one letter or document to be signed, put a
divider between éach.

b. TAB 2-Place on top of the tasking/incoming communication, if any.

3

- 3 lace on lop of the backeround terial referenced in the SSS. If the matenial is general in

C. IAB ace on lop of the dacxground matenal reicrenced 1€ Qo9 atenal is gener

nature, verything under TAB 3. If the writer specifically references certain documents within the
SSS lcxt each document referenced must be individually tabbed.

3. Do not include any file copies with SSS packages forwarded to the AFMC Command Section. Check
with your local command section for their intemnal policy.

A e mmt bl o ve:

4. Do not piace su Hy older on packages forwarded 1o the

cel s} on th ¢ folder
AFMC Command Secuon. L&v the suspense cover sheet(s) attached to the tasker and fold the suspense

s anteids of th
A= AW W -

cover sheet(s) over behind the tasker. Then place the tasker behind the mpmpdatc tab sheet. Reference
the CVEA suspense number either in the SUSPENSE DATE biock or place it in parenthesis after the

subject of the SSS. Check with your local command section for their intemal policy.

5. If a SSS is submitted for information only (no outgoing communication), piace the original SSS with ail
pertinent material attached on the right side of the folder.

6 . RECOMMENDATION. Usc this capuon to state acuon required, e.g., CC sign proposed response.

Do not use this capuon on a SSS Ocmg submitied for information uu'ly

weamvYv D Rl WY Tabs
OLCINRN 1 N, DLUwN 1a0s
Director of Communications and Information . Proposed Memo

. Tasking/Incoming Memo/Ltr
Da

ial
al

LJN"‘I.)

-t
Dack giuuuu Matari

AF FORM 1768, 19840901 (EF-V5] PREVIOUS EDITION WILL 8 USED.
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Attachment 7 (Added-AFMC)

LEFT SIDE OF FOLDER
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